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Foreword 



This job application training package was developed as a part of a com- 
prehensive employability assessment and intervention prop.ram developed by the 
Arkansas Research and Training Center in Vocational Kehabili tatiou (ARTC-VR) 
and funded by the National Institute on Disability and Rehabilitation 
Research, It is recommended that this intervention be used in conjunction with 
other components of the comprehensive omployabi 1 i ty program. It is espe^^ially 
important that this training be provided on the basis of accurate assessment 
data. The package entitled "Assessment of J'^b Application and Employment 
Interview Skills for Job Seekers with Dis ibvlities : Assessor's ManuaT' 
(Hinman, Mean55, Parkerson, & Odendahl, 1Q8H) -as developed for that purpose 
and is the companion assessment procedure \ )i this package. It would be easy 
to use in conjunction with this package and it is recommended. Additional 
information on this package and all other products of the ARTC-VR can be 
requested from the Director of Training, P. 0, Box 1358, Hot Springs, Arkansas 
71Q02, 
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Introduction for the Trainer 



Purpose of Training 

The Job Application Training (JAT) package prepares participants to make 
a favorable impression with their job application form (JAF). Primary areas 
addressed in the training are 1) understanding the employer's point of view, 
2) using information to create a positive response, 3) delivery considerations 
(i»e., neatness, spelling, completeness, etc.) and 4) special consideration 
relative to disability presentation. Participants are involved in the scoring 
of others' application forms and have numerous opportunities to upgrade their 
JAF presentations. As a part of the program, participants assess their related 
strengths and deficits, plan activities which will improve their job applica- 
tion performance and prepare a personal data sheet. The small group training 
is based on a fantasy game and tends to be entertaining for participants. 

Although this training program is designed to increase participants' job 
application performance, it should be noted that in some respects this program 
only creates awareness of skill deficits and, hopefully, leads participants to 
set goals for skill development. Many of the skills related to successfully 
completing the JAF are beyond the scope of this training program. Consider the 
person who does not write neatly and/or legibly. If the person has the 
capability of writing neatly and legibly, the program should serve to create 
the awareness of the advantages of doing so. But, if the person is incapable 
of writing neatly and/or legibly, it may take significant effort to remediate 
these deficits. Similar examples could be given in the areas of literacy 
level, completion ti.-^e, following directions and writing within space 
provided. Consequently, you as the instructor must consider the reasonableness 
of the instructional objectives relative to preparing the person to 
successfully complete the JAF. Completing a JAF without flaw is only one step 
toward securing employment. Even with the investment of significant resources 
some people would never be able to make a good impression with their JAF. 
Therefore, consider more reasonable alternatives when it does not appear 
feasible to train the person to successfully complete the JAF. 

Preparing to Serve as Trainer 

The trainer's instructions and notes contained in this manual ac*" rela- 
tively specific . Most professionals experienced in .smal 1 group in3* t tonal 
programs will have little difficulty in successful! condu^-r.ing t^i. . r vHrar, 
after studying this manual. Although not necessary, it i 'J holn^'j ' to r.: oncl i 
training program designed to prepare trainers in t\\( h'p of l-l.-, ^.r-.^ram. 
Programs to prepare practitioners to present this pro^^ram .it-. -vilahlt^ 
tiirougn the Arkansas Research and Training Center in Vocation. ^ iiehabili- 
tation. To receive program information, write the ;>ir(?ctor ol Training, 
P, 0. Box 1358, Hot Springs, Arkansas 71902. 

Class Si/.c 

An ifieal class size for most trainers contains ninp tc; rhL.teen partici- 
pants. Fewer than six and more than fifteen woul(i usually dotr'-t from program 

sue COS :i . 



Program Lsngth 



The length of the program will vary in response to a number of factors, 
especially the size of the group as some of the reports are individual. With 
nine participants, program time is six and one-half to seven hours, A group of 
15 participants should be able to complete the program activities in eight 
hours if a brisk program pace is maintained. 

Triads 

Many of the program activities are carried out in triads. You should 
attempt to compose the triads to allow for equal skill in conducting and 
reporting triad activities. The early part of the program (prior to the com- 
position of the triads) usually provides sufficient assessment opportunities 
so that you can select the participants with the better verbal and reading 
skills to ensure that every triad has a helper in these respects. If formal 
assessment data is available to you, IQ and literacy levels can be used in 
selecting triads. Coeducational groups are also preferable. 

Selection of Participants 

Persons participating in this training should be those with significant 
deficits in completing the JAF. If students have demonstrated general compe- 
tence in JAF skills with only a specific mistake or two, it would (in most in- 
stances) be more economical to simply instruct the student in a brief one-on- 
one 55ession. The second major consideration in the selection of trainees is 
literacy level. To successfully complete a JAF, it is necessary to have basic 
reading and writing skills. Although the program mc*^ improve specific reading 
and writing skills related to JAF performance via practice effect and the 
learning of terminology typically associated with JAFs, the program does not 
teach participants to read and write. Although a strict cut-off point cannot 
be given with confidence, practitioners who have utilized this package ques- 
tion the potential of students with less than a sixth-grade reading level to 
successfully complete a JAF. But, many students below this tested level with 
good learning potential have learned to produce good JAFs . The person 
selecting program participants should be sensitive to this selection 
consideration. 

Classroom and Physical Ar rangems-^nt s 

The program should be conducted in a room which will accommodate the 
group comfortably. The room should be located where the group will not be dis- 
turbs j. Chairs and some type of writing surfaces are necessary (lap boards or 
books will suffice). Be sure the cuairs can be easily moved so the group can 
divide into triads when necessary. All the materials in the following list 
should be available prior to the start of the program. 
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Training Materials 



* Name tags 

* Clock or stopwatch 

* Supply of pencils with eraser 

* Paper 

* Large flip chart and markers 

* Tape 

* One set of the handouts series contained in the Appendix of this manual for 
one-third the number of participants in the program (i.e., participants will 
work with the handouts in triads). 

* Two copies of the Personal Data Sheet for eac^- participant 

* Blank JAFs (2 per participant) 

* Checks in the amount of $10 million made out to each participant 
^ JAT trainer's manual 

* Program and instructor evaluation forms 
Manual Format 

In the following section the guidelines for conducting the program will 
be found on the left page. On tho right page, notes relative to program 
activities are presented. Key words of the guidelines are in bold type to 
lessen the need for reading. 
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Part One 

Program Introduction 



Guidelines. ...Muidermes....Muidelines....MuideU^ Guidelines Guidelines 



Brief Introduction 

!• Briefly introduce yourself (name, work role). 

2. Introduce the purpose of the JAT program. Make the following points: 

a. Almost all employers use JAFs or some sort of screening process, 

b. First impressions are made through JAFS; they can determine whether or 
not you will be interviewed. 

c. Preparing needed information ahead of time speeds the process of 
fillinp, out the JAF and reflects positive traits (e.g., organization, 
efficiency, promptness , eagerness) . 

Activity: Warm-up ^ 

1 

j * Make the following points: 

' I, As we will be working together, it will be helpful to get to know 
I each other a little better, 

2. To help us get to know each other, we will all give a description 
of our ^'ideal job" and/or our "ideal spouse" (wife or husband). 

* Give participants three minutes to plan thij report. Instructor models 
by addrnssing both job and spouse, 

* Kach paiticipant reports. 



Introducing the Game 

1. Rather than just lecturing about job seeking skills state that you would 
like to play a gamo, Explain that the intent is to apply the training 
lessons to a "pretend" situation, 

2. To stimulate the group's interest, state that each participant will receive 
a $10 million check for attending this class, 

rontiruio ]>y suggesting that if everyone plays the game well, the checks may 
ho presented at the end of the program. 

Activity: Plan for Spending the Money „^ 

I 

' * Divide the class into the prndetermined triads, 

' * Allow in minutes for triads to discuss and plan what they intend to 
(io with their fortunes. 

* Model by expressing what you would do with your wealth. 

* Ask each participant to report thoir plans to the group. 



Notes Notes Notes Notes Notes Notes Notes Notes 



Brief Introduction 

1. As the participants enter the training area give each a name tag and 
provide a dark magic marker for writing. Have your name tag on. Try to stay 
with first names. 

2. The brief introduction should last no more than one minute. Don't condition 
the group to passively listen. 

Activity: Warm-up 

* Make your report interesting and provide some detail. If you are too 
brief and superficial, the participants will do the same. 

* This is your first, and an important, opportunity to set a positive 
group atmosphere. Facilitate the group to be lively and reinforcing. 
After each participant finishes his/her report applaud and prompt group 
to applaud. 

* If a participant is too brief, ask a few questions to help the person 
express her /himself . 

As the group reports, evaluate the intellectual level and verbal 
skills of group members so you can place them in triads which are 
comparable . 



Introducing the Game 

1. Keep the program lively-^be as entertaining as you can. 

2. Pitch to the group level of intellect. 

Activity: Plan for Spending the Money 

* Divide the group into triads according to your previous assessment. 
You may simply say "You, you and you are exhaulted Group I, please 
form here," or count off or whatever method will get them sorted out 
into comparable groups. 

* If you don't have equal groups of three, use some groups of four 
rather than two. Again, if you have participants who- are uncomfortable 
with speaking in front of the group and/or are too brief, ask a few 
pertinent questions. 

* Do a good job of modeling. 



Activity: Specify Characteristics of Helper 

* Explain that there is a string attached concerning their receipt of 
the money • 

* Each person must hire a personal attendant to assist them in their 
affairs and generally serve as their helping hand. Propose that this 
assistant could also be a companion as well as a helper* 

* Instruct the students to develop, within their triads, a list of 
general personal characteristics that they would hope to find in 
their helper. 

* Emphasize that at this point they should only be concerned with per- 
sonal characteristics (e.g., honest, pleasant behavior), and to 
ignore specific occupational skills . 

* Hand out paper and instruct ^hem to make the list. 

* Allow eight minutes for the triads to list as many characteristics as 
possible . 

1 * Unobtrusively observe and consult with the triads to ensure that thoy 
clearly understand and are producing general personal characteristics. 

* In rotation ask the triads to report one characteristic at a time 
while you list on a flip chart. 
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Notes Notes Notes Notes Notes.......Notes. Notes.... ..Notes 



Activity: Specify Characteristics of Helper 

* Be sure that participants understand you want a list of general 
personal characteristics and not specific occupational skills like 
"flying an airplane.*' If they give any specific occupational skills 
during the report, correct and explain again. 

* As the triads report, be very reinforcing by saying "There's a good 
one!" or some similar comment. 

* Have the group applaud at least a few times throughout the reports. 

* An amount of time is specified for each triad activity, but you may 
adjust the time as needed. The major considerations are not to let 
participants become bored and to keep the program moving. 



Instructor's Aid 

Some general personal characteristics most employers look for, and 
that you would expect the triads to identify, are listed below. To the right 
of each characteristic is a question you could ask to prompt its identifica- 
tion should the participants fail to identify the trait. It is not necessary 
that they identify each characteristic on this list as long as they identify 
eight or more acceptable characteristics. Write on the flip chart the 
responses that the group generally agrees on as needed characteristics. If the 
triads come up with any illegal/discriminatory factors such as race, religion, 
national origin, etc., allow it at this point. Display the chart where the 
group can refer to it throughout the training. 

Characteristic Prompt 

1. Honest/ Would you want someone who would steal from you? 



bondable/ 
trustworthy 



Will you be sharing information with this person that you 
would like to keep confidential? 



2. 



Clean/wel 1 
groomed 



Would you want to hire someone who had an offensive odor 
and/or who seemed unconcerned with his/her outward 
appearance? 



How would you expect your assistant to dre^.s- 



3. 



Intelligent 



Would you need an employee who could not follow basic 
instructions or make commonsense judgments? 



4. 



Read/write/ 
spell 



Would you want to hire someone whom you could instruct by a 
note and/or who could sort through your mail for you? 



What level of education woMld this job require? 
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/Votes Notes Notes Notes...... .Notes Notes Notes Notes 



5. Work experi- 
ence 

6. Considerate/ 
nice/ 

rer,pectf ul 



7. Good general 
health 



8, Positive 
attitude/ 
good per- 
sonality 

9. Dependable 



10. Organized 



Would you want to hire someone who had not worked before 
or could not give an employment reference of any kind? 

Since the attendent will be handling a lot of your affairs, 
what kind of personality would he/she need to have? 

Would you want a grouchy, negative person for this 
position? 

Would you want to hire someone who talked a lot about 
.Illnesses or suggested that they expected to have a lot of 
health problems? 

Would you want a helper who grumbled and complained every 
time you assigned a task? 



Would you want to hire someone who would be late for work 
or that you could not depend on to be there at all? 

Since you'll probably be traveling a lot , wouldn't you 
need a hand in arranging hotel reservations, airline 
tickets, etc., so you wouldn't have to worry about these 
things? 

Wouldn't you want someone who did tidy work and kept your 
affairs in order? 



11. Loyalty/ 
devotion 



Would you want someone who felt obligated to do a good job 
and felt a duty to you and the job? 
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Guidelires Guidelines Guidelines Guidelines Guidelines Guidelines 



Summary 

Now we know what general type of person we are wanting to hire. Summarize 
from the list that the group produced. Example: The "type" of person we are 
looking for is clean, gets along well with others, wants to work, has common 
sense, and is dependable. 

Activity: Deciding to use a Job Application Form 

* Inform the group that once they advertise for a personal attendant they 
can expect 1,000 people to apply because several local factories have 
just closed. 

* The task is to find the best person for the job vithout inwerviewing 
1,000 people. 

* Explain that they would not want to spend time interviewing all 
applicants, because it would interfere with their plans to travel to 
different countries to taste local foods. 

* Ask the triads to discuss among themselves and prepare to report how 
they could save time in this process. Allow two minutes for their 
deliberation . 

* Have triads report. 



Mini-Lecture: Job Application Form 

1. Make the following points: 

a. Most businesses of any size use some sort of JAF. 

b. It is a tiae-saving technique. 

c. Most JAFs include five major areas. As we will be developing questions for 
our JAF, to save time we will organize some of our questions into these 
areas: 

Basic Personal Information 
Education/Training/ Skills 
Employment History 
Physical Record 
References 

2. Prepare five large flip chart sheets with heading of the above areas and 
display them in view of the group. 
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Notes Notes Notes Notes Notes Notes Notes Notes 



Activity: Deciding to use the Job Application Form_ 



* As the triads are discussing, it is a good idea to check the triads' 
progress to ensure that they are arriving at the right conclusions. If 
not, give a few hints. 

* Hopefully, each group will arrive at the decision to use a JAF. If 
not, help the group to come to this decision as it is critical to the 
program process. 

* Usually the first triad will identify the JAF as the preferred 
screening tool. If so, simply ask the other triads if they agree. 
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Part Two 

Basic Personal Information 



Guidelines Guidelines Guidelines Guidelines Guidelines Guidelines 



Activity: Develop Basic Personal Information Questions 



* Instruct each triad to develop a list of questions that they would 
want to ask for the Basic Personal Information categories of the JAF 
and be prepared to give the reason for asking each question, 

* Remind triads that they are not looking for education, work history 
or information that would fit better in the other categories, 

* Emphasize that it is basic personal or identifying information and 
give the example, "name,'* 

* Allow 10 minutes for this activity. 
Report - Basic Personal Information 

* Request the input from the participants for the Personal Information 
categor/. Ask for one question from each triad and rotate, 

* As the triads provide their input, list on the flip chart. 

* For each question you list, have the triad state the reason they 
would ask the question. 
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Notes Notes Notes Notes Notes Notes Notes Notes 



Activity: Develop Basic Personal Information Questions . 

Visit with triads during the activity and support as needed. 
Report - Basic Personal Information 

Throughout this activity, you will attempt to achieve three objectives* 
They are: 

1. Get appropriate questions on the list. 

Note: If participants do not include an important question that should 
be on the form, prompt them to arrive at the question. 

Example : In the instance that they do not request a permanent address, 
ask , "Le t ' s say we have applications from some good people that we 
might be interested in for some other types of work in the future. We 
know where these people live right now, but we also know they are 
seeking employment and may move, \vhat could we include on the form to 
make it easier to find these people in the future?" 

2. Explain why the question/information is on JAF. 

Note: As the group members give their reasons for asking the questions, 
reinforce their efforts and reiterate and expand their reasons as 
necessary to make clear the rationale for the quf?stion being on the 
JAF. 

Kxample : The first triad gives *'name*' as an item that should be under 
personal information and states, "You've got to know who they are," as 
their reason for including the item. An appropriate response would be: 
"Very good! If someone applies for our job and we don't know who the 
person is, wc couldn't get in contact with the person to talk to them." 

3. Make sure everyone understands the meaning of the words. 

Not£: Re sensitive to the needs and skills of the group members 
relative to their under .-stand ing of the terms. 

Example: To include "permanent address'' you could rospond, '^nood, if we 
have an address where the person's parents or someotu^ else lives that 
would always know how to contact the person, which is what a pprmnn jt 
address is, that would be helpful." 



Items often found on JAF for which there may not bo a ju.srMiahi^ 
nondiscriminatory reason for asking are listed below: 

* Own Homo or Rent * Number of Children * Relir.ion 

* Date of Birth * Race * Police Reoord 

* Marital Status * Sex * Physical/Mental n-.>allh History 

If the group p^ives anv of rhi>so and can provide sou\r raiionalo for tho 
item, allow ir at this point. 



Notes Notes Notes Notes Notes... Notes Notes Notes 



Instructor's Aid 

The list below represents prime items typically found on the personal 
information section of JAFs . Below each item is a reason/rationale for the 
item and a prompt that can be used to solicit the item. 

Full name 

* To be able to contact the person 

* Is helpful when checking with previous employ "^rs and references. The pre- 
vious employer could be a large factory/corporation where it would be 
possible to have employed people with very similar names (e.g., John Allen 
Smith and Jack Allen Smith). 

Prompt: As we look through the JAFs, how do we distinguish one application 
from another? 

Phone number 

* Noeded to contact applicant 

* Helpful in identifying the applicant 

Prompt: Wiat would be the fastest and easiest way to contact applicants to 
get them to come in for an interview? 

Social Security number 

* Is your prime legal identifier 

Prompt: What form of identification do all working people have that is their 
own that no one else nas? 

i^resent address 

* May be needed in order to contact for interview if no telephone number is 
{^iven 

* May be needed to f^et telephone area code 

Prompt: How could you contact someone who didn't li:u i t.^ phonc^ number'.' 
Peraanent address 

* Tf the applicant is not hired for this job, the emplo-. -r i% i > • r.r ^ . 
him/her for a future position. It would be helpful to kii>w \v to v .aiarL 
the person. 

Prompt: People who are looking for jobs can be expocto * '\ Int an i 

change phone numbers. Ishat if we want to contact one oi Mieso p^o;>le a 
couple of months from now? 

Citizen of USA 

* Against federal laws to hir,* illoKal alliens 

Prompt: How would you kru;w if a person is an illegal alli.-M' 
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Guidelines Guidelines.. ...Cuidelines.....Guidelines Guidelines Guidelines 



Activity: Instructions for Personal Information Review 



* Explain that they are to pretend that the JAF has been completed, 
and it has been administered to about 900 people. Now we have the 
chance to review them to find our helper. Explain that we will look at 
each section individually rather than at the total JAF. 

* Hand out Serieft H-1 which contain only the personal information 
section of the JAF. Each triad should receive one complete copy of the 
H-1 applicat ions . 

* Review the applications one at a time as a group. The objective is to 
determine whether or not to interview the applicant. Have triads, in 
rotation, justify why they chose to keep or discard applications rela- 
tive to the list of personal characteristics that they came up with 
earlier or other factors they may think of while reviewing. 
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Notes Notes Notes Notes Notes Notes Notes Notes 



Activity: Instruction for Personal Information Review ^ 

* Have the list of desirable personal characteristics displayed where 
the participants can see it. 

* If the group takes the position that we might eliminate a good person 
based only on a bad JAF, explain that we could take that position on 
each and every JAF but we've decided we do not want to interview a 
thousand people. 

* In the following section the HI series is presented and mistakes are 
listed. It may be helpful for you to highlight the mistakes, 

* As the groups justify why they would keep or throw out the JAF, it is 
fine if the^ justify in characteristics that are not on the list. You 
may add characteristics to the list. 
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Examples,.. ...Examples Examples Examples Examples Examples 



In the following, copies of the HI examples are presented. The mistakes 
are noted. Personal characteristics which are suggested by the performance 
are also noted. 



PERSONAL INFORMATION Social Security 

Date 7^ //^ ?7 Number ^/^' S^-^L/^ 

Name Th tr^t^S Str.l-hyt ^. , Age Sox t\A 

Pr esent Address .fy/^^ <^et-ft^r^ut.^hr, Lai^sicJ^ FL 

Permanent Address % /^^yT^ ^ilL^J gO/ £. ^aj>jA6c^ Si. Udl ^ hi\ 

Phone No. ^^Ovm Home*^ Rent 



Date of Birth HeightS^^^Weight /75 Hair ColovBr Eye Color Sr 

^flarried^ Single Widowed c1)ivorced^ Separated 

Dependents Other Citizen Yes ^ 

Number of Children j/dne. than Wife or Children l/anC of 1]>S.A. No 

If related to anyone in out employ, Referred 
state Name and Department ^" " by 



Mistakes Personal Characteristics Suggested 

* Phone numbnr not listod * Doesn't want to bo contactod'* 

* Date of birth not listed * Careless'' 

* Circled both rarriod and divorced * Doosn't fi>',ur(? thinp,s out woll' 
Points to Emphasize 

1. OouTd have ^iven somnonG ' s phone number (o.y,., friend, rclativp, ntc.^ ev<M) 
if he did not have a phone. 

2. Althoup,h his birth date mav not make a difference in terms of doin^\ the jnh 
and he may hove left it off toi that purpose, the person reviewitir, tlie KAf 
will score it as an om i ss ion , 

3. Kxplain that although you could fiave a history inoludin)'. married an i 
fiivorceci status , marr Led and sin^^le status , otc . , thev are askiu;; t or 
current status so onlv one should bo marked. 



Examples Examples Examples Examples Examples Examples 



2. PERSONAL INFORMATION ^ Social Security ^ _^ 

Date S-^^'9r Number ^JJ '-7^^ -^79.6 

Name Sf^fAU^/fi ^ J^OUC^LAs ^Lv'lkJ Age 3? Sex/Vj/jlM ; 

Present Address ,< 0. /j)6V I^Ll D/InWr/L^ /j 

Permanent Address 1^0 DAfClAtifkJ //fl-/ SpritJ<n.*=^ rK 

Phone No. 4'^6'^J*4lp Own Home j^uciy Rent 

Date of Birth 3-^"^^ Height5 /<3* Weight/^t^ Hair Coloc^^aol^ye Colorgft^^n 

Married Single Widowed Divorced Separated 

^ Dependents Other Citizen Yes 

Number of Children Q than Wife or Children of U,S,A, No 

If related to anyone in out employ^ ^ Referred ,^ 

state Name and Department \i Pi by nO\^niJ(^<^ 



Mistakes 

* No area code 

* No mark on ''Dependents other. 



Personal Characteristics Suggested 

* Haphazard? 

* Rushes through things? 



Points to Qiphasize 

!• Always add an area code to a telephone number. 

2« Always put some type of mark on questions so the reviewer will know that 
you didn't overlook the question or refuse to answer. 
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Examples Examples Examples Examples Examples Examples 



PERSONAL INFORMATION 



Name 




Present Addres 



Permanent Addres 



Phone No . 




Social Security , ^^^^ ^ 
NumberVj.V-'>^ 4^ 




Age 



7T 



Sex 




4f 




^ ^ 3 



Date of Bk.th JtA-f^^i^i^KeiRhtS^ Weigh 




Married 



gle 



widowed 



Divorced 



Separated 



Dependents Other 
Number of Children cr-^ than Wife or Children 



If related to anyone in">aut emplo 
state Name and Department^ 




Citizen Yest 
of U.S^A. No 




Referred 



Mistakes 

* lllep.ible 

Point to Emphasize 

Af) employer would n()t choose to wasLo 
unreadable • 



Personal Characteristics Suggested 

* Sloppy? 

iK^r/his timo ()n a -lAI- that i.s 



Examples Examples Examples Examples Examples Examples 



Date y-fh'in Number3?y-*T7WV// 

Present Address L/>^. RUPn)/}}]^ ^ Pf' 

Permanent Address' f^j-. | C^flV J^fn I f\}ll^k]t/ 1 Hfi All 



?^n]^QZ9^/JiiU/) Own Home Rent X 



Phone No. OP 1 ^ <?55? Z/t 

Date of Birth/ J*-^/^**/^*7fe^ght5^^ Weight Hair Color^fEye Color Rl 
Married ^ Single Widowed Divorced Separated 

Dependents Other « Citizen YesV^ 

Number of Children y ^^^^ °5 Children KJ 610^ of U.S.A. No 

If related to anyone in out employ , Qf^. (Xli *ff^C Referred — ^ 1 

state Name and Department 6hllArfit\ 6^ P/\f^ by J^dhf/VJfh)^ JjttM 



Mistakes Personal Characteristics Suggested 

* A little heavy on the religious * Suggests he might continually bring 

flavor religion to bear on tasks and issues? 

Point to Emphasize 



^ 



It is true that we have the freedom to state our religiou?: b'. ii^M:;; hi 
a JAF where a person's religion is not questioned atui is nor t"li'va:it. t 
is probably wise to refrain from expressing those views. 
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PERSONAL INFORMATION ^ ^ Social Security , , 

Date Number44lg-^^-^4l\ 

Name /YVASlQA/ie^TC>^ iX Age p Sex 

mt Add ress ^-fel.J<9- f)^. ^ndFV^ii^/>MV 04^00)1 



Present Address ^ -^^^ ^ ^f]\ll^ \^\i^[\fW^ ^ H^^f 
Permanent Address'^, "g; ^ <^iW^^^ A^ H 4-1(^1 



Phone NoTO^^K"'ai<?"::^r ^^;!i^.> " Own Home Rent , 

Date of BiAt^gpf .v.30,|<^4(o He iRhtf^'O ^'weight Hair Coloi^^wpEye Color 



Married Single Widc.ed ✓Prvorce^ Separated 



Dependents Other i / Citizen Yes 

Number of Children | than Wife or Children ArO^.l^ of U.S.A. No 

If related to anyone in out employ, Refepz:ed 

state Name and Department 



Keter^ed a 
by tJ^uJApX^^ 



Mistakes Personal Characteristics Suggested 

* Put check rather than weight * Sensitive about weight? 

Point to Emphasize 

Giving both home and work phone numbers gives a good impression (a little 
something extra) , 
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PERSONAL INFORMATION Social Security 

Date ?>//'V7 Number W-3g-'?3^/ 

Name /IsUy S.4ixoA Cili€J^ Pull SU<\ ^^ A£e_j5 Sex^T^ j 

Present Address t'^ulf. 1^ RfOVl 1 'pMC^ljAl fir 



Permanent Address 



Phone No . 8^y^3o4W Hompuj'/pa'^ytf^Rent 

BirttK^ippf Oft^ \c,n\ HeiRht6'*R^^ Weight llb^Hair ColorB|^Eye Color j?) 
Sl^yi/A^/Single Vflfj [j)g-f"Widowed Divorced Separated 



Date of 



Married yi/A||/Single Vfl/j Bf-'Kidowed 



■7-)^ Dependents Other . Citizen Ye 

Number of Children • . . than Wife or Children h^n of U.S.A. No 

If related to anyone in out employ, Referred 

state Name and Department by A/d 



Mistakes 



Personal C'laracter istics Suggested 



* Sexist 

* Out of placo humor 

* Age 1 5 



* Loud moutli'' 

* Might not got alonr, with pooplo? 

* Immature? 



Point to Emphasize 



A .lAF is a profile of you and your rapabilitios anci shouli he .-.ivi'ii 
tliounhr ; thoreforo, the use of humor and wisecracks would be uiiw;.:'^». 



■ .; I 
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Examples Ena:npies Examples Examples Examples Examples 



7. PERSONAL INFORMATION Social Security 

Date \^n^her45:i-6t-3S^ 



Name 



VVi///& Sh^r^rs iLeg. Age J)^ scx F 



RotHxtiOQod 



Phone No. QiL'^/*/jf3 Own Home Rent 

Date of Birth S''t^^ (f^b Height5*0 Weight/24 Hair Colorfel Eye 

Married Single Widowed Divorced Separated 

Dependents Other Citizen YesV^ 

Number of Children o< than Wife or Children jQ^^^g. of U.S.A. No 
If related to anyone in out employ, Referred , . 

state Name and Department ' by / jaggjfWglfT G^U tiSfJpl 



Mistakes Personal Characteristics Suggested 

* None 

Point to Emphasize 
Neat is nice. 



ERIC 
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8. PERSONAL INFORMATION Social Security 

Date ^'dPy'- Number </96 "^^iL'^diy y 

Name MJ/'///o/^S /J^^ro^ L)0/y/r Age ^/ • Sex/^Z ^ 

Present Address j 2. V S 7/6^/ 7 /?en/rd/l/ . /hf 0:2,90 2. 

Permanent Address 7 37/^667 S^^rCft/^ H^O^ 

Phone No. .5^/ - ^ }? </*9 Own Home L/O Rent y6S 

Date of Birth A^^-^^ Height5^^<!!)^ifeight>^S'^Hair ColoS^MJ^e ColorB/ue 

Married Single Widowed Divorced Separated 

Dependents Other Citizen Ye 

Number of Children ^ than Wife or Children ^ of U,S.A, No 

If related to anyone in out employ, Referred 
state Name and Department 



Mistakes Personal Characteristics Suggested 

* No mark on "If related to * Neat and can follow directions? 

anyone in our employ..." 

Point to Emphasize 

If everything olse looks real good, a minor mistake is usually overlooked. 



Examples ixamples Examples Examples Examples Examples 



PERSC^AL INFORMATION 




Date 



I \ 



Social Security /r^^/y* 
Number t^JL^ 

ARB 



6r uxyn>y<A><:L. \\rKJ\^l "V/K^^ A^e r^'J Sex /V] 

Present Address Lj'JiUixA^ J\h^^ ^ ^^ ^ ' '^^^^ 

Permanent Address ^^Qjy^'^^xt^ \ 

Phone No. ^^^^g^ ' S""^ ^ - II //? T 



Own Home 



Date 



of BirthQo^ /. / HeiRht5"//"weight Hai r Col or R E ye Col or 

■ — — ~w — ■ ^ ~ W 



Married 



Single 



Widowed cTTDivorced ^ 



Separated 



Number of Children 



Dependents Other 
than Wife or Children 



Citizen Yes 
of U.S.A. No 



If related to anyone in out employ, 
state Name and Department 



Referred 



Mistakes 

* Little sloppy 

* S S '"^ 

* 'MV' for hair & eye color 

* **Citizon" not marked 

* Date incomplete 



Personal Characteristics Suggested 



Doesn ' t care ? I^oor wr i t inp, skill."-? 
lUsor p,anized (SS/0 ; doesn' t think 
ahead ? 
Unmindful? 

Caroiess or perhaps is not a citizen'.^ 
Inattentive? 



Points to Emphasize 

1. When the first section of the .lAK has so manv mistakes, an employer won't 
waste time reading, the rest of sections. 

2. rirst impressions are made by the .lAF. 



Examples Examples Examples Examples Examples Examples 



10. PERSONAL INFORMATION 



.ate g-l.-^-^ ?^ 



Social Security 



i 

Present Address 




A^e ^fi _ Sex^fml ^. 



Own Home /Rent) 



Permanent Address ^ _ 

Phone No. 

Date of Birth Height;? 7 WeiRht//Q Hair Coloij^Eyc ColoBIUg. 
Marriec^ Csin^U) \/P ri|/ Widowed Divorc ed Si ^parated 

Dependents Othe; . 
Number of Children MOfl/fc than Wife or Children KJbtlJc 



Citi 'n 
of \J.S.\, 



Yes/' 
No 



If related to anyone in out employ, 
state Name and department ^ 



Referred 
by 



Mistakes 

* Nirkname rathe.r than first name 

* "Anytime" and "Very" Single 
inappropriate 



Personal Characteristics Suggested 

* Flirting? 

* Immature? 



Point to Emphasize 

Again, unnecessary comments are inappropriate oi a JAF, 
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11. PERSONAL INFORMATION (o / y/ o Social Security 



Present 



Permanent AddressJ^^^ y 



O J // <3 i50Cial Security / 
Date ^-^/r-hl Number/^ ^/ /Tl/^ .^O ^ 

' Age ^ Sex 



Name /^q/r. fQ^f^ 7^<^J^r Age ^.^^ Sex 

»nt Address ^sfe*, /J <r ^e^e^r ^ fh/ 



P hone No. / - 6^0 r"^ 1 Own Home ^ Rent ^^/O^^ 

c/ Height5/^^^ Weighty^::? Hair Col^^i(A^q Colc^^^g(f 



Date of Birth ^-^^-C^J Heigh t5/^ Weighty^ Hair Col^^jcn^q ZolQ^jfle&r^ 
Married ,jing^ ^ Widoved Divorced Separated 



Dependents Other Citizen Yejr^ 

Numb r of Children ^Qjn than Wife or Children tl 6 of U.S,A. No 

If related to anyone in out employ, Referred 

state Name and Department Q by ^ 



Mistakes Personal Characteristics Suggested 

* Little sloppy * Sloppy p:rson? 

* Spelling * Poor speller? 

* No SS// * Unprepared, d Lsorganizcci ? 

Toints to Emphisize 

1. Have a SS-^ if you are goinp, t;o apply for a job, 

2, Tf you ('on * t own a home, iust chock rent. 



Examples Examples Examples Examples Examples Examples 



12. PERSOHAL INFORMATION 



Focial Securit 
Numb' 




Date of Bir^^-"'^^^ Height6^/ Weigl.t Hair ColofeyTEye Coloi(^e^ 

Single 



Married 



Number of Children 



Widowed 

Dependents Other 
than Wife or Children 



Divorced 



Separated 



Citizen 
of U.S*A. 



No 



If related to anyone in out ^jBploy> 
state Name and Department 



employ, 



Refer 




Mistakes 

* Sloppy 

* Markouts 

* Left off "Dependents" and 
"Citizen" 



Personal Characteristics Suggested 

* Careless? 

* Messy? 

* Inattentive? 



Point to Eaphasize 

Lack of effort is obvious* Doesn't seem to be trying very hard. 



Examples Examples Examples Examples Examples Examples 



PERSONAL INFORMATION Social Security 

Date 9-3l-gn Number ^3^'^L'9lc/a 

Name Lb\X)^ J^rWirOL S^tlP. Age Sex F 

Present Address | 5^,t4i^Si. U^-V 5yr)rv^c ^ f)£ 11^6:1 

Permanent Address >^^YV\fi^ 

Phone No. U5l3-"9^^SL Own Home X ^^"^ 

Date of Birth Height Weight Hair ColnrBkefeye ColoA^fgin 
Married X Single Widowed Divorced Separated 

Dependents Other Citizen Yec^ 

Number of Children than Wife or Children Klftflfc of U.S.A. No 

If related to anyone in out employ, Referred 
state Name and Department Mt)l^^ by fV^gln^ 



Mistakes Personal Characteristics Suggested 

* No area code (minor mistake) * Tidy? 

Points to Emphasize 

1. A neat JAF presents a good picture. 

2. Nothing is left to question. 
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14. PERSONAL INFORMATION 



Date 



Social Security ^ 

Numbe r^? ^ f 



Name 




Permanent Address 



Phone No* 



Own Home 



Rant 



Date of Birth ^^^^^^HeightS^? height jL^ Hair Color 1^ Eye Color 
Married Single Widowed Divorced SeparateX/iP^ 



Number of Children 



Dependents Uther 
than Wife or Children 



Citizen 
of M.S.k. 



T 

No 



If related to anyone in out employ, 
state Name and Department 



Re fe 



Mistakes Personal Characteristics Suggested 

* Incomplete — dittos & dependents * Inattentive? 

* Longhand - hard to read * He thinks his time is more 

important than yours? 

Point to Emphasize 

When a JAF is taken lightly and hurried through, it is a waste of both the 
applicant's and the employer's time* 
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15. PERSONAL INFORMATION 



Name 



Date 



Social Security 

Number^ "2/- 6Q -^0 87] 



Present Address / IfJ] ^^4^^-^ S ^l^l^^^^ ^ /Q^- 



Sex; 



Permanent Address 



p^-^^^^n Own Home SjO RentS^jjZ" 

Hei gh^ Weight/^^ nTir Colcfc^gfergye Colordlut 



Phone No. 



Date of Bjrth 



Married t^D WilV Single ^fiU hdi i 



idowed 



Divorced 



Separated 



Number of Children 



x^ependents Other 
than Wife or Children 



Citizen 
of U.S.A. 



No 



If related to anyone in out employ, 
state Name and Dt'.partment 



Referred 



Mistakes Personal Characteristics Suggested 

* Incomplete — permanent address, * Inattentive? 
date of birth * Immature? 

* Inappropriate humor 

Point to fiAphasize 

You don't know what someone reviewing applications would find humorous 

and/or offensive. The JAF is not the place to be funny. 



Part Three 

Education/Training/Skills Information 



Guidelines Guidelines Guidelines Guidelines Guidelines Guidelines 

Activity: Brother-in-Law Scenario 



* Prepare students for this activity by explaining that by the time 
people came to the mansion to fill out JAFs, you would have begun your 
safari in Kenya, Africa, Since you would be out of the country, you 
had arranged for your brother-in-law to greet the applicants, pass out 
the JAFs and tell them that you would call those selected for 
interviews as soon as you returned. 

* Although the brother-in-law is somewhat lazy, he is a good judge of 
character and appearance. His thoughts about each applicant would be 
helpful in deciding which persons to interview, so you asked him to 
write on the top of each application a note about anything that caught 
his attention. 

* Read the conments (listed on the opposite page) one at a time and ask 
the students to decide whether or not to interview based on the 
comment as related to the list of general personal characteristics. 
The list of personal characteristics should still be posted. 
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Notes Notes Notes Notes Notes Notes Notes Notes 



Activity: Brother^in-Law Comments 

Comment 

Seemed kooky 

Looks like a no--account 

Messed^up three application forms 

Friendly person 

Chewed tobacco & spit in cup 
while filling out form 

Seemed interested in job 

Took two of our pens 

I know the guy and his family — 
good people 

Her mother helped her fill out 
the form 

Wore sunglasses all the time 

Brought personal data sheet with her 
Smelled bad 

Introduced himself right off, 
smiled, ind took off hat 

Must of had a fight with somebody — 
jerked around and frowned alot 

Never would look at me — looked down 
all the time 

Spilled his coffee on form, couldn't 
sit still 

Took an hour to fill out application 

Told me the best joke! Remind to tell 
you later on! 



39 



Indications 

Could mean anything 

Lazy, dirty, disinterested 

Careless, sloppy, indecisive 

Gooa personality, outgoing 

Bad manners, unthought f ul , 
uncouth 

Wants to work 

Dishonesty 

Worth interviewing 

Dependent, immature, unsure 
of self 

Hiding something, bad manners, 
stuck on self 

Prepared , wants job 

Dirty , unkept , doesn * t care 

Good manners, appropriate 

Bad attitude, inappropriate 

Shy 

vous, anxious, may have not 
applied for a job before 

Slow, not prepared 

Could be good or bad 
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Guidelines GuideUnes.....GuideUnes Guidelines Guidelines Guidelines 



Activity: Develop Education/Training/Skills Information Questions 



The training process for the Education/Training/Skills section is 
the same as the previous section. That is: 

* Give triads ten minutes to determine what questions they would ask 

* Triads report while instructor lists questions on flip chart 

The three objectives listed on page 17 should be met in this activity. 
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Notes Notes Notes Notes Notes Notes Notes Notes 



Instructor's Aid 

This is a list of items usually requested on the education section of 
vJAFs . The list includes a reason/rationale for each question and a prompt 
to solicit the question. 

Schools and Training Programs Attended, Years Attended, Date Gradua^.a, 
Subjects Studied 

* Must know if applicant has completed the education required for work tasks 

Prompt: What type of education would your personal attendant need? A person 
could go to a school and not finish, but how could you know that? Let*s say 
that one of our applicants writes down that they went to college— what does 
that really tell us? 

Subjects of Special Study 

* Gives an idea of what the person can do that might not be shown 
in formal education and training 

* Sometimes equivalent to work experience 

* Required by some jobs 

Prompt: Would you like to know what special skills the applicants consider 
themselves to have? 

What foreign languages do you speak fluently? Read? Write? 

* Helpful in lots of occupations 

Prompt: Wouldn't it be helpful if the person you hire could act as your 
interpreter in the foreign countries that you'll be visiting? 

U.S. Military or Naval service? Rank? Present membership in National Guard 
or Reserves? 

* Service duty usually involves some type of skill devol opr.ionr or f t..ifun/',. 

Prompt: Usually people who were in the armed forces loarrus' ^>o\r\o s:..';.-; 
and have some type of work experience — would you want to kn -w what it was 

Hobbies or activities other than Religious? 

* Wliat a person does in their spare time often reflects skills and 
interests . 

Prompt: This whole section i.s geared to find out what typo work t!ic person 
is prepared to do. Do you think that what they do as a hobby or in their 
spare time might suggest this? 
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Guidelines Guidelines Guidelines Guidelines Guidelines Guidelines 



Activity: Instructions for Education/Training/Skills Information Review 

* Hand out the education section of the JAF (Series H2). The triads 
should receive copies to review as was done for the personal informs 
tion section. 

* Call on triads in rotation to identify strengths and mistakes, 
personal traits suggested and whether or not to interview. 



Examples Examples Examples Examples Examples Examples 



EDUCATION 



Granmar Sdiool 



High School 



College 



T:ade, Business or 
Correspondence 
School 



Name and Location of School 



(\ikU^ 'Pm:^. .Wli 



m 



Years 
Attended 



4 



Date 
Graduated 



mi 



mi 



Subjects Studied 



Subjects of Special Study or Research Work ^J^d^AnJ^ ifl ^^A.y Iw^ 

— O'^ggffl^ ^'^^ ^ocA^hi, — 

Vhat Foreigi Languages do you speak fluentlyry)^i( ,^lMgOPteSgf^#11p, Write l^b 
U.S, Military or \u a \.V^ a SSSitMaSersKIpu^ 



Military" 
Naval Service 



Rank 



Activities other thann<eiagious 
(Civic J Athletic » Fraternal^ etc>) 
EXoIdE ORGANIZftTIONS 



National Guard or Reserves 



W|4 



CRHD> OOLOR OR NATIONAL ORIGIN OF nS MEMBERS 



Mistakes 

* None 



Personal Characteristics Suggested 
* Smart, neat? 
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Examples Examples Examples Examples Examples Examples 



EDUCATION 

Granmar Sdwol 


Name and Location of School 


Years 
Attended 


Date 
Graduated 


Subjects Studied 










Mri¥. LWM ^^J- /^/^ 


Hi^ Sdwol 












College 








miner "Cempu^^ 




Trade, Business or 
Correspondence 
School 












Subjects of Special Study or Research Vfork ,A/d/t/'iS 



What Foreign languages do you speak fluently? /I^/A ttead Write 

U.S. Military or a///) a'// Present Membership 'in ' 'TT 

Naval Service ,r Rank /^/A National Guard or Reserves 

Activities other than Reluoous 




(Civic, Athletic, Fraternal, etc.) Q^v f^ j^ti 

MJUbE «aAMKATIC«5, WF Mfc Ok OAkAL T te OF WICH DOiCAfes nia RAfe, 
CREEP, COLOR OR NATIONAL ORIGIN OF ITS MEMBIRS 



Mistakes 

* None 

Point to finphasize: This example and the last example came from twins with 
highly similar backgrounds. Point out that in the first example the woman tried 
to figure out what type of skills and interests we would want and wrote her 
job application in a way that would interest us. The second twin, who had as 
much justification for the skills and interests as the first twin and could 
have done the same thing, simply didn't use her background to impress us. 
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EDUCATION 




What Foreign Languages 
U.S. Military or 
Naval Service 



Activities other than Religi 
(Civic I Athletic, Fraternal > etc. 



wnte 

t^resent Meai)ership in 
Natiopal Guard or Iteserves 



EXCLUDE ORGANIZAnONS, WE NAME OR CHAkAL'M OF WHO!' INDIC 
CREED, COLOR OR NA^O^^AL ORIGIN OF ITS MEMBERS 




Mistakes 



Personal Characteristics Suggested 



* Addresses missing 

* Sloppy 



* Inattentive? 

* Inconsiderate? 



Point to Emphasize: The word "Required" for "Subjects S*'udied" is a good one 
for elementary and also high school if no particular course of study was 
emphasized . 



Examples Examples Examples Examples Examples Examples 



4. EDUCATION 



Graimiar School 



Naoe and Location of School 



Years 
Attended 



Date 
Graduated 



Subjects Studied 



Hig^ Sdxx)l 



College 



Trade, Business or 
Correspondence 
School 



IMS 



Subjects of Special Study or Research Work 3^1^ II £f\f&lt\}^ (Pf P/H^ 



What Foreigi Languages do you speak fluently? 
U.S. MilitMy or 



Read Write 

Present Menbership in 



Saval Service ^ 



Rank 



Naticyial Guard or Reserves /L/^ 



CRIED, OOLOR OR NmONAL ORIGIN OF ITS >M1R5 



Mistakes 



* Nothing major 



Personal Characteristics Suggested 

* Organized? 



Point to Emphasize: Would have been better i^ he would have put "none" for 
college, because as far as the employer can tell he may have forgotten the item. 
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EDUCATION 

Granmar School 


Name and Location of School 


Years 
Attended 


Date 
Graduated 


Subjects Studied 




^ yrs. 


Ma/ 






Ili^ School 


/-lot Springs Hi^h ^{^UbI 










College 






pi 










Trade, Business or 
Correspondence 
School 




M 






r^>c A y , 


^W(xp/lU] Uo^Jfck HziyrtA 



Subjects of Special Study or Research Work 



What Foreign Languages do you speak fluently? (Pgrrvi ^ Read 

U.S. Military or T /]^^ ^^j V Present Membership in ~ 

Naval Service t4 S - ^^*^^y Rank Z^TO t /\ National Gaird or Reser v es X/ d 
than ReliRious ' 



Activities other 



(Civic, Athletic, Fraternal, etc) K\(>^6 

EXCLUDE orgaiTI^tiOnS, Tiffi NaMEi Cfe CHAkALm Ot^ WliCM UtolCAHS TflE RAffi, 

CREED, OOLOR OR NAHONAL ORIGIN OF ITS MEMBERS 



Mistakes 

* Should have put either '*1 yr.'* 
or "Au^. 79 to Aup,. 80'^ for 
Years Attended on trade school, 
not both. 



Personal Characteristics Suggested 
* Thorough, seems organized? 



* As he r^aif? he speaks German, 
it would have been better 
to have put ''y^s" or ^*no" 
in response to "read" and 
"write." 
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EDUCATION 

Graninar School 


Nane and Location of School 


Years 
Attended 


Dute 
Gtaduated 


Subjects Studied 


9v^^J0^r^^ \\\\\ ^\e.V^C>i\^W^ 










Higja School 












College 














Trade, Business or 
Correspondence 
School 













Subjects of Special Study or Research Work IAJoCA '^C cCj^ '^'y vv^ 



What Foreign Languages do you speak fluently? fv j h TV€^ 
U.S. Military or ' 
Naval Service 



Rank 



Read fJIfl Write f^lA 
Presait Menisership in . I . 
National Guard or Reserv>33 [^0 



Activities other ttian Heligious jT ( 

(Civic. Athletic. Fr aternal, etc.) ^ CCU 6 $ 

' E^ajfeE (liRGAbazmONg . me NAMlj Oft Cim crm 6^ UiiCH btoiClA'aa THE t^CE. 



CREED^ COLOR OR NAHONAL ORIGIN OF ITS MEMBERS 



Mistakes Personal Characteristics Suggested 

* None * ^eems prepared? 

Point to Emphasize: Good application--all questions answered. 
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EDUCATION 


_ Mane and Location of School 


Years 

At' t*PTv1pH 


rote 

Graduated 


Subiects Studied 


^ 0 


line f Urv\*>i^4«cy-u 










Hi^ School 












College 












Trade, Business or 
Correspondence 
School 






1 








Sijbjects of Special Study or Research Work /|cc4i rvc. 1 ^ /^Jt ^^fi Ojb « 



Vhat Foreign Languages do you speak fluently? 
U.S. Military or ~~ 

Naval Service , 
Activities other than Religious 
(Civic, Athletic 



Read Write 
Present Metttership in 
National Guard or R2serves 



Rank 



jther tnan Keagxous M C * ( 
etic, Fraternal, etc.) rTPl OtPriiTl^vS ^ \ (X \fCee^ 
E>mbE oteiAMliATlONiS, THE NAME *lmALm (it' 

CREH), COLOR OR NATIONAL ORIGIN OF ITS MEMBERS 



Mistakes 

* Incomplete ~ High School, 
education dates & subjects 
studied 



Personal Characteristics Suggested 

* Lacks attention to detail? 

* Doesn't follow instructions? 



Point to Emphasize: We do not know whether this person did not attend high 
school and/or college or just did not fill in the blank* 
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Examples Examples.. ....Examples Examples Examples Examples 



EDUCATION 

Granmar School 


Name and location of Scliool 


Years 
Attended 


Date 
Graduated 


Subjects Studied 












Hi^ Sdiool 




s 








College 












Trade, Business or 
Correspondence 
School 













Subjects of Special SLudy or Research Work 



Vhat Foreign Languages do you speak fluently? \NA>^ 
U.S. Military or ^ O 



Read 



f Write 



Prqsent Maiibership^ 
National Guard or Reset 



Naval Service Rank 

Activi.ties other than Religious 

(Civic ^ Athletic, Fraternal j etc.) 

EXCUJDE ORGANlzAnONS, IhE NA>E OR (M^Ct£R OF WilCH INDlCAtei V.ZL l^CSL, 



CREED, OOLOR OR NATIONAL ORIGIN OF IPS MEMBERS 



Mistakes Personal Characteristics Suggested 

* Tncomplete * Perhaps doGJ^ not carc'!^ 

* Lists English as foreign * Lacks understand ino .^ 
language 

Points to Emphasize 

I, Some people just apply for jobs so th^^y can contintio tr ■ . 

unemployment. Their applications usually look somothin>' .ik- . 
The application suggests the person may not want to l;*- : n r v i I'Vv^^i . 



Examples Examples Examples Examples Examples Examples 



EDUCATION 

GraiTTnar School 


Name and Location of School 


Years 
Attended 


Date 
Graduated 


Subjects Studied 


f<:? / 










Higji School 










College 












Trade, Business or 
Correspondence 
School 













Subjects of Special Study or Research Work (^y^/ /Ay^/~r // / a/Ct- 



What Foreign Lanfflages do you speak fluent ly?///^ /V?^/^,:; / / O'^ritJ^l/^ 

U.S. Military or . / U tWent Membership in 

Naval Service ^ N. 
Activities other than Religious 



Rank 



National Guard or Reserves 



(Civic, Athletic, Fraternal, etc.) 



DrnM ORGANIZATIONS, THE NAME OR CriAHAL'liiLI»^ VWlOl INDICAIES THE RACE, 
CREID, COLOR OR NATIONAL ORIGIN OF ITS MEMBERS 



Mistakes 



Personal Characteristics Suggested 



* Incomplete 

* Inappropriate humor 



* Lacks attention to detail? 

* Immature? 



Point to Eaphasi'<.e: Sounds like the "stud" again. 



Examples Examples Examples Examples Examples Examples 



10* EDUCATION 



GraiTTTHr School 



Hi^ School 



College 



Nans anc 



location of School 



Years 
Attended 



Date 
Graduated 



Sub jects Studied 



Trade, Business or 
Correspondence 
Sdiool 



QtAf\/\V\\. Aft. (LAW^g^ 



Subjects of Special Study or Research Work 



What F oreign Languages do you speak fluently? >J(^ Read Write 

U.S. Military or Present Manbership in , 

Naval Service k^^ Rank National Guard or Reserves Tv) 0 

Activities other than Religious ^Tn f i T \ 

(Civi c. Athletic, Fraternal, etcJ -Max/ ^ K.^ ^ ^ ^rT-P^"_ J g ^giT^ 



CREED, OOLCR OR NmONAL ORIGIN OF ITS MEMBERS 



Mistakes 

* Misspelling 

* Incomplete 

* "No" where "None" should 

be on "Subj2cts of Special..." 

Point to Emphasize: An applicant can 
study." 



Personal Characteristics Suggested 

* Careless? 

* Poor attention to detail? 

* Inattentive? 

always list something for "special 



Examples Examples Examples Examples Examples Examples 



EDUCATION 

Graiimr School 


Name and Location of School 


Years 
Attended 


Eete 
Graduated 


Subjects Studied 


^VrCr . jO\\ r^Y^. 










Hi^^i School 






m 






College 












Trade, Business or 
Correspondence 
School 




/ 








Subjects of Special Study or Research \fork \//5^Jt 



VBiat Foreign Langaiges do you speak fluently? Read Write 

U*S- Military or y Present Membership ^ u 

Naval Service Ay {3 . R^ National Guard or Reserves fyfP 

Activities other than Religious I 7\ ^ ^ I \ ~ ^ 

(Civic, Athletic, Fraternal, etc) l^r)Tb^ fa ^{ S^CiAO 

i^siiinrDf^ — ^3 — 

CREED, OOLOR OR NATIcW ORIGD^ OF ITS ME^EER^^^ 



Mistakes Personal Characteristics Suggested 

* Incomplete * Lacks attention to detail? 

Point to Emphasize: This application leavos tlie employer with unanswered 

questions (i.p., Wliat was studied at ^*Iarlan'l County Vo-Tec!h? Whore were the 
schools located ? ) • 



Examples Examples Examples Examples Examples Examples 



Ik. EDUCATION 



Granmar School 



^^^^ ^/»i«gv7>6>y 



Name and Location of School 



Years 
Attended 



Date 
Graduated 



Subjects Studied 



Higft SdKx>l 



ColleBB 



Trade, Business or 
Correspondence 
SdKwl 



Subjects of Special Study or Researdi Work j^^^jtr^/fj^^ / ^a/>^/i^^4s0^ 
What Foreign languages do you speak fluently? 



Read 



Write 



U.S. Military or 
Naval Service 




Rank 



Present Membership ijn 
National Guard or Reserves 



Activities other tlian Religi* 

?IER OE'TlnQi M)i 

CREID, OOIiJR OR NAflONAL ORIGIN OF ITS MEMBERS 



Activities other tiian tceiigious ^ 
(Civic. Athleti c. Fraternal, etc.) ^ -'T^< 
Whj^ tiRfiAMmmS, 1ME MAkfe (* ChAM 



"IflE RACE, 



Mistakes 



* Incomplete — but not major 



Personal Characteristics Suggested 

* Nothing significant — perhaps 
attention to detail is not great? 



Poiat to Emphasize: Overall, this is a good application- 
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5 ; 



ERIC 



Part Four 



Employment History 



Guidelines Guidelines GuideHnes.....Guidelines Guidelines Guidelines 



Activity: Identification of Important Skills 

* Ask the class to discuss and prepare to report the kind of vJAF they 
are favoring, Wliat makes an application worth keeping, 

* Allow five minutes. 

* Call on triads in rotation and ask them to report one characteristic 
at a time. They should, at a minimum, identify the following points; 

Neat/legible 
Complete 
Accurate 
Follows direction 



Activity: Develop Employment History Information Questions 

The training process for the Employment History section is the same 
as the previous section. That is: 

* Give the triads 10 minutes to determine the questions they would ask. 

* Triads report while the instructor lists the questions on the flip 
chart , 

* Review examples (Series H3). 

You should again meet the objectives listed on page 17. 
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Notes. Notes Notes Notes Notes Notes Notes .Notes 



Instructor's Aid 

This is a list of items t;sually requested on the employment history 

section of JAFs, The list includes a reason/rationale for each question and a 
prompt to solicit the question. 

Jobs held 

* To give picture of what the person is capable of doing 

Prompt: Would you want to know what kind of jobs the applicant has had in 
the past? 

How long were jobs held 

* To determine if a person can keep a job 

* To determine if a person sticks with tasks 

Prompt: If a person listed three jobs as a butler, would it be helpful to 
know that each job only lasted one day? 

Reason for leaving 

* To find out if person had conflicts with the boss 

* To find out why person left a job 

Prompt: Would it be helpful to know why applicants left jobs they held? 
Salary 

* To determine "how valuable" the person was to the employer 

Prompt: Would it help you to know how much money the applicant was 
accustomed to earning? 

Names and addresses of employers 

* To call or write for references 

* To check the accuracy of information on the form 

Prompt: Do you think you might want to check with some of the applicant's 
previous employers? 
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Examples Exmnples Examples Examples Examples Examples 



WlDOVm EESIRED 

Position ^r^nr/ yi AS>/\P nSir^ 3a 

. If so, may we inquire of 

Are you enployed new? y your present employer? \jf^^ 



Ever applied to this conpany before? \J(^ Where AJ^ ^ 



When 



MA. 



FIRBt EWELOTEKS (List below last four enployers^ starting with rnost recent J 



Date 
Msnth and Year 


Name and Address of Drployer 


Salary 


Position 


I^eason for 
Leaving 


From n-iC-it^ 










To Pir€6erti 


Bo}i%/}n,.yif^(f,j Ms, 


Fran ^^/d " 








^//y /// 


Toii-J^.Pr 




Fran W 










To;?^/7- 7^ 




Fran 










To 





Mistakes Personal Characteristics Suggested 

* None * Well prepared, organized? 

Point to Emphasize: If $30,000 is really close to what the applicant would 
need to earn, it's okay for him to say so. But, he/she could be taking a 
chance of pricing him/herself out of the position. 
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Examples Examples Examples Examples Examples Examples 



Ibsition 



Date you nrd^'^ j^b Salary 
Can Start ^' ^ Desired 



If so, may we inquire of 
your present employer? v/gS 



Are you enployed now? . 

Ever applied to this corpany before? ^\o Wiere A 



When U 1 ft 



FtUgR H«jJg»S (List below last four enployers, starting with most recentj_ 



Date 
Month and Year 



Name and Address of Ehployer 



Salary 



Position 



Reason for 
Leaving 



From ^-iS'-^Sl 



To 



Ftan'V ^ -S'l 



To 'nj>-|D-'^^ 
Ftxxn 4-1 I -^1 



To [o-'y^-in. 



From W-Mp-HU 




ir'e -school 



Mistakes 
* None 



Personal Characteristics Suggested 
* Neat? 



Points to emphasize 

1. Makes positive presentation and really hasn't had a regular full-time job, 
If she would have simply put "no full-time employment," we would have 
probably thrown her application away. 



2. Answering the question "Salary Desired" with "negotiable" was good 
thinking. 
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Examples Examples Examples fxamp/es Examples Examples 



IMFUnMENI DESIKES 

Position l^^pj-niv^^ 



Date you Salary UJ^H-'^ ^'^^ 

Can Start "JldriXl Des ired Q^y.'S^^j.s.^ 

If so, nay ve lijquire of 
your present enployer? 



Are you aiployed now? 



Ever applied to this company before? (\J '0 Where t\l / fl 



When A/// 



FIGBtBt EtW/JQieS (List below last four enployers, starting with npst recent.) 



Date 
Month and Year 


Name and Address of Einployer 


Salarv 


Position 


Reasai for 
Leaving 


From 3 ^ I ^^tp 










To <A-lb-^^ 


Pl. 1^ \An ll.S ^ /^R 


From ^-cPO-*^^ 










To 




From 










To 




From 










To 





Mistakes Personal Characteristics Suggested 

* None 

Points to emphasize 

K Limited employment experience in outside world as it appears that all 
employment has been with family, but it is presented well. 

2. "Would like to discuss'* is also a good response when you don't know the 
salary; avoids danger of bidding too high or too low. 



Examples Examples Examples Examples Examples Ex^mples 



4. Dfuuen 

Position 



Date you 
Can Start 



If so, nay vje inquire of 
your present gtiployer? 



Salary ^ i 
Desir ed 2-H .(Xb 



Are you enployed now? 



m. 



Ever applied to this conpany before? \\(Q Vihere 



VJhen 



RjwiiK UVUJiERS (List below last four enployers, starting with roost recent*) 



Month and Year 


Name and Address of Bnployer 


Salary 


Position 


leaving 












fly-fir 












9,000 










From 










To 


1 



Mistakes Personal Characteristics Suggested 

* None * Organized? 

Point to emphasize: The question comes to mind concerning what this person has 

been doing since September 1985. Hopefully, we will be able to fill in the gap 
from the Education Section. 



ERIC 
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Examples Examples Examples Examples Examples Examples 



EMEUnCNr USIREI) 

Are yoll enployed now? 
Ever applied to this 




^ If so, may 4^ inquire of / 
your present employer? ^ / // 



HiatR amWHS (List below last four enployers, starting with most recent.) 



Date 
Month and Y( 




^■^-jtegqe aixl Address o£,.Bi)ployer 



Reason for 
Leaving 




TolZ 
From 



Mistakes 



Personal Characteristics Suggested 



* Sloppy 

* No addresses for employers 



* Careless? 

* Poor attention to detail? 



64 



Examples Examples £xamp/es £xan (.samples tx^impies 



Position )' ^c^i j>c i l6^i / 7 



Date you \/J ^ » Salary 

( I iUcnclu^A Can Start ^Lu/: i, ;P^-k^I>3sir ed .^C^COO 

i - -r/T of 



Are ypu enployed now? Kj fS 



If 90, may we inquire 
your present eniployer? 



Ever applied to this company before? Wliere 



Wtien 



POBftR HttOQRS (List below last four anployers, stai-tLtavath most recentJ_ 



Date 
Month and Year 



From K) n \/ V i 



To '~^^f^se^t\^^ 



From 



To 



FromP^kj^ 



To 



Fran 



To 



Nanc and Address of Snployer 



00 



Salary 



Position 



Reason for 
Leaving 



Mistakes 
* None 



Personal Characteristics Suggested 



Examples Examples Examples Examples Examples Examples 



7. mmimii 



Position vS^ cr^^^Arxj 
Are you enployed now? 



Date you ^ ^ Salary ^lOtt^ 

Can Start H ^ ' b - 6 7 Desired ' " tYi D . 



If SO, may we inquire of 
your present employer? 



Ever applied to this conpany before? 



0^ 



Where 



When 



FORMER BtTDffiRS (List below last four enployers> starting vith most recent, ) 



Date 
Month and Year 


Name and Address of Ehiployer 


Salary 


Position 


Reason for 
Leaving 


Fr4,p1^K^. m\ 










ToVuij 












UiJ Oft 


To bed, 




From 










To 




From 










To 





Mistakes 

* None 



Personal Characteristics Suggested 

* Neat? 
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£x3mp/es Examples Examples Examples Examples Examples 





Date you Salary 


RDsition 


Can Start Desired 




If so, may we inquire of 


Are you enp loved now? 


your present enployer? 


Rver applied to this conpany before? 


Where When 



FTWtR BttOmS (list below last four employers, starting with nx)st recent.) 



Date 
>tonth and Year 


Name and Address of Fhployer 


Salary 


Position 


Reason for 
Leaving 


Fran 










lo 




Fran 












^ ^ ^ 1 


Fran 




1 
j 

! 

! 

, 1— ... 




To 


1 



T 



Mistakes Personal Characteristics Suggested 

lUank * attention to det /- i l--can ' t follow 

di rect ions ^ 

Point to Bnphasize: Alway. ook on tho backsido o ? ,\r. 1 1 i on for-:. N-- 

loavo a sectifm blank. 




Examples Examples Examples.... ..Examples Examples... ...Examples 



Position 



Date you 
Can Start 




Salary 
Desired 



Are you giployed now? 



If so', may te' inquire of 
your present qrployer? 



Ever applied to this conpany before? 



Where 



When 



TOMER HWJJffiRS (List belofw last four enployers, starting with tnost recent t) 



Date 
Month and Year 


Nane and Address cf Hnployer 


Salary 


Position 


Reason for 
Leaving 


From 


Sel-f emplovcd 








To 




From 










To 




From 










To 




From 










To 


1 



Mistakes Personal Characteristics Suggested 

* Incomplete * Lacks attention to detail? 

Point to Emphasize: Does not seem to be trying to make a good impression. 
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Examples Examples Examples Examples Examples Examples 



EMmUtNT 



Pjsition /4 0 U S g k (f, ^ 
Are you enployed now? ^ n 



Date you . . Salary Cn 

Can Start Desired O'/fl^tn 

If so, we inquire of 



your present employer^ 



m- 



EVer applied to this cocii>any before? N 0 Vhere 



When 



POWtR BfTiWERS (List below last four employers^ starting vith nost recent J 



Date 
Mcxith and Year 



NaiTE and Address of Ehployer 



Salary 



Position 



Reason for 
Leaving 



To 



From ^'l ^-^^ 



To ^-3^g< 
From 



To 



From 



To 



Mistakes Personal Characteristics Suggested 

* None * Appears to be a solid person? 

Point to itephasize: A good application leaves nothing blank or questionable 



69 



Examples, Examples Examples Examples Examples Examples 



11. EMPLOWEXn: 

Position 



Date you 
Can Start] 



Inquire 



/ 

Salary 
Desired 



Are you enployed now? 



EVer applied to t±iis cxxipany before? / / O 



If so, tmy/we inquire of 
yoiir present enployer? 



Where 



When" 



FXRtR EMKJJYIKS (List below last four arployers, starting vith npst recent.) 



Date 
Manth and Year 


Name and Address of Bi^loyer 


Salary 


Position 


Reason for 
Leaving 










SI 


,/'s 






From 










/hcO' 








>Hr. 




From o -VT« 










To 




From 










To 





Mistakes 

* Getting a little smart aleck 

* Hard to read 



Personal Characteristics Suggested 

* Could be obnoxious? 

* Sloppy"? 



Point to emphasize: The phrase 'M)idn*t like work" is negative. Would have been 
wiser to have said ''better job." 



/ ' 
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Examples Examples Examples Examples Examples Examples 



12. BH 

Position 



Date you M a\a/^ Salary 
Can Start / V Desired 
If so, we inquire of 
your present einployer? 



P 



Ever applied to this conpany before? /y d Where 



Are you enployed now? 



When 



FtRgR HWiWHS (List below last four eroployers, starting with most recent,) 



Date 
Month and Year 


Name and Address of Ehployer 


Salary 


Position 


Reason for 
Leaving 


From5i^7-^r6' 




hr. 






To 




Fran/ -//-f^ V, 










To 7-^0-^-^ 


6 ci^-^zi-f. nil 


From 










To 




From 










Tb 





Mistakes 

* Spelling and word usage 

Point to emphasize: Giving telephone 
touch and suggests that he would get 



Personal Characteristics Suggested 

* Poor reading and writing skills? 

numbers for prior employers is a nice 
good references. 
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Examples Examples Examples Ekamples EKamptes..... .Examples 



vmuataxE desieq) 

Date you Salary 

Position Can Start Desired 

~ " If so, mey wa inquire of 

Are you empluyed nov;? your present errployer? 

Ever applied to this company before? \^ere Wtien 

RJtoiiK BWiJfflRS (List below last four employers, starting with most recent J 



Month and Year 


Name and Address of Ehployer 


Salary 


Position 


Rfiason for 
Leaving 






4- 






To /VAlv fin 








\AJeeH 






To iS^-U 




From 










To 




Fran 










To 





Mistakes Personal Characteristics Suggested 

* Incomplete * Doesn't follow instructions, or poor 

attention to detail? 



Point to emphasize: Not ^>ivinp, any indication of how to got in contact 
with previous employers sujjgests she may not want us to do so. 




Examples Examples Examples Examples Examples Examples 



14. EHFUKWnr 

Date you 

Pasition /^j^^yi^^ y y4yy<^^^^ Start /^a^/ 

It so, may we inquire of 
Are you employed now? your present eniployer? 



Desir ed ^j^^<-r 



Ev^er applied to this corpany before? y^?^V?here 



When 



POWtR HWiKHS (List below last four employers, starting with mast recent J 



Date 
Month and Year 


Nams and Address of Ehployer 


Salary 


Position 


Reason for 
Leaving 




















Cm 




)( 


To 9^/7"^^. 




From 










To 




From 










Tb 





Mistakes Personal Characteristics Suggested 

None * Positive? 

Point to emphasize: Roth companies closing may be a litt lo stran^'.o. 
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Examples Examples Examples Examples Examples .Examples 



DtFunmr nsnss 

Date you Salary 

Pbsition Can Start Desired 

— — - If so, may «e inquire of 
Are you enployed now? your present employer? 

Ever applied to this coropany before? Where When 

PaWR BWJJMB (List below last four employers, starting with most recent.) 



Date 
Month and Year 


Naie and Address of Etaployer 


Salary 


Position 


Reason for 
Leaving^ 


From ^ io 




? 

0 


? 




TO f^l 




From 










To 




From 










To 




From 










Tb 





Mistakes Personal Characteristics Suggested 

* Incomplete * Doesn't care? 

Point to emphasize: This one leaves a bad impression, doesn't it? 
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Examples Examples Examples Examples Examples Examples 



r asQOED 



Position (^anP< 



Date you 
Can Sta 



Are you enployed now? 



AlA 



- ' of LJ, A 

your present enployer? f* I '"f 



If so, may we inqui 



Ever applied to tills conpany before? h Where 



When 



RHffR BMDffiHS (list below last four employers^ starting with most recent.) 



Date 
Month and Year 



Name and Address of EhpXoyer 



^ EhpX ^ 



Salary 



pDsition 



Reason for 
Leaving 




Mistakes 

* Messed up on employer name/ 
address lines 



Personal Characteristics Suggested 



* Paying attention' 



Point to emphasize: Would have made a better impression if the applicant wc.ulr! 
not have listed the last two brief jobs. Otherwise, not a had npplicar ^ (m. 
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7 7 



Part Five 

Physical Record 



Guidelines Guidelines Guidelines Guidelines Guidelines.. ...Guidelines 



Activity: Develop Physical Record Information Questions 

The training process for the physical record section is the same as 
the previous section. That is: 

* Give triads ten minutes to determine what questions they would ask* 

* Triads report while instructor lists questions on flip chart. 

* Review examples. 

Remember the objectives on page 17. 
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Notes Notes Notes Notes Notes Notes Notes Notes 



Instructor's Aid 

The list below represents prime items typically found on the physical 
record section of the JAF. Below each item is a reason/rationale for the item 
and a prompt that can be used to solicit the item. 

List any physical problems that would limit your ability to do this job 

* Could affect ability to do job tasks 

Prompt: If this job requires a lot of heavy lifting, would you want to know 
if applicant had a bad back? 

Have you any defects in hearing? In vision? In speech? 

* Would reflect possible need for work accommodations 

Prompt: A lot of employers ask about hearing, sight and ability to speak. 
Would that help us in making our choice? 
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Examples Examples Examples Examples Examples Exdmples 



1. PHYSICAL RECORD 

List any physical defec 

Were you ever injured 



y^ If yes, g ive dMails 




Ha ve you any defects in hearing? 
In Cc 




In vision r 



In speech 



I authorize investigation of all statemcuits contained in this application, I underotaiid tliat 
misrepresentation or omission of facts called for is cause for diauissal. Further, I understand 
and agree that my OTploynent is for no definite period and may, regardless of the date of 
payment of my wages and salary, be terminatetiat any tine vithout any previws notice. 



Da 



Signature 



ivzroos notice. 



Mistakes 

* Sloppy 

* Address & phone number 
incomplete 

* Longhand/har^. to read 



Personal Characteristics Suggested 

* Careless? 

* Poor attention to detail? 

* Inconsiderate ? 



Point to emphasize: The applicant may have been able to present "hearing 
impaired" in a more positive light (o.g., use hearing aid). 



2. PHYSICAL RECORD 

List any physical defec 



Were you ever injur^dyf^f. If ves. give (^etailsrfj-r-T Cf7 ^)(p\ D(i ^ ^ 

Have you any defects in hearing? h/ Q In vision? K/ d In speech? A/^ 



In cas( 
not: 



1 atithorize investigation of all statements contained in this application. I understand that 
misrepresentation or auission of facts called for is cause for dismissal. Furtlier, T understand 
and agree that ny employnent is for no definite period and may, regardless of tlie 'late of 
payment of ny vagcs ani salary, be temiinated at any time without any previous notice. 



Date 



Mistakes 



* None 



^--"7-^1 Sipnaturc ^"^A^.^l^ . 



Personal Characteristics Suggested 



* Positive? 



Point to emphasize: AU.tiouKti the por.son tiad an accuiont with an ovo injury, stio/ho 
lists no current vision prol)loms. It's r.ood that tho person is saying "no problem." 



ERIC 



s: 



Examples......Examples......Exaini)les EXi^mples Examples Ekampies 



PHYSICAL RECORD ^ . . . i^.i^/v*- 

List any physical defects P)^l?.U(?Ci TN finiPhEg ^ KlA f^^lPM^^^ Tn) ^ y£/lg5 

Were you ever injured? Wft If ves, nive details Vifik)g 

Hav.i you any defects in hearing? Wft In vision? In speech?^/^ 

'^".r.r -^/^r^^ ^ . ^^'T^ -p^^jTooR ,5^i-^.rM5 rn^>i 

I authorize investigation of all statements contained in tliis application. I undersfiand U\at 
misrepresentation or onLssion of facts called for is cause for dismissal. Further, I understand 
a«l agree that ny enploynKnt is for no definite period and nay, regardless of the date of 
payment of ny wages and salary, be terminated at any time wiUiout any previous notice. 



Date 



Mistakes 



iNone 



Personal Characteristics Suggested 

* Optimi.stic? 



Point to emphasize: Addiuf]; that lio hasn't had a soixuro in eir^l^t yoar.s is a 
lot bettor than just IL.stLn^; a seizure disorder. 



PHYSICAL RECORD 
List any physical defects 



Were you ever 



Have yoiA^ny de 



In case (^f\mer 
notify 




Hiono No. 



I authorize \ivestigation of all statenients contained in this applicUioTu I inidorst^uid t!i;ii^ 
misrepresentation or'cmission of facts called for is cause for dismisiuil . Furti.-r, I iii)d^r<:rnr)' 
and agree tliat ny employment is for no definite period and may, rpjvu%n--^^ '-f t^>-- 'i- 
payment of my wages and salary, be tenninated at any tiine vddiout any piv vu-.-, ' i^-.'. 

Date Si^inature Sl^A^H^ ^ ^^^V . ... 



Mistakes 

* [ nootnpl o t^o 



Personal Character i.sr i (\s :;u^'„<^,e5t <nl 
I lu^nniprphtMis i on 



Point to Emphasize: The physical fM^ird .set^tLori wouM a p;.^ 1 i - i!' 1 f" 
ovorvoru^ • 



HI 



Examples Examples Examples Examples Examples Examples 



PHYSICAL RECORD ^0 t^'f\h i\ C\ • 

List any physical defects TjTiyUjLnnQ ^ <>k>^CMSS 

Were you ever injured? ^ tf-yes, give details • — 

Have you any defects in hearing? -■■ -■■ I n vision? In speech? — - 

In case.of eraergenQV ^ i. ^ i / v ^ . 

I authorize investigation of all statanents contained in this applicaticxi. I understand that 
misrepresentation or emission of facts called for is cause for dismdssal. Further, I understand 
and agree that ny employment is for no definite period and may, regardless of tht: date of 
payment of ny wages and salary, be terminated at jmy time withoi^t any previous notice. 




Date 



Mistakes Personal Characteristics Suggested 

* None * Good thinking? 

Point to emphasize: If the person's physical problem is such ':hat listing it 
would cause his application to be rejected, this could ^e a good approach. 



6. PHYSICAL RECORD / O- I III li h If 

List any physical defects L^C}t4 (g^ /^irv^pirfaH^ 

Were you ever iniured?\/g5 If yes, give details f^r/H i^/yi/iDAt^y| 

Have you any defects in hearing? j/^ In vision? K/tf' In speech? 



In c 
noti 



I authorize investigation of all statanents contained in this application, I understand that 
misrepresentation or onission of facts called for is cause for dismissal. Further, I understand 
anl agree that ray employraBnt is for no definite period and may, regardless of the date of 
payment of ny wajps and salary, be terminated at say time without any previous notice. 



Date ^ 9 S ignature 




Mistakes Personal Characteristics Suggested 

* None * Self-affirming? 

Point to emphasize: Did a good job of presenting the disability information in 
a positive manner. 
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Examples Examples Examples Examples Examples Examples 



7. PHYSICAL RECORD // j 

List any physical d efects //cT ^/Ct f^c, /Lo6<. 



Were you ever in jured? A/^ If jres> give details 



Have you any defects in hearing? "jCS In vision? Uo In speech? kJti 



In case of emei;gency^, 
notify 



lergency , 



ueL<, 



Address 



Fhooe No. 



I authorize investigation of all statenents contained in this application. I understand that 
misrepresentation or omission of facts called for is cause for dismissal. Further, I inderstand 
and agree that ny enploynent is for no definite period and may, regardless of the date of 
ps^iDOit of ny wages and salary, be terminated at any tine without any previous notice. 



Date 



-"-r^- ^ y — - * - 

^Mj^A^^ Signature m^yLc^ ^y»nmnl^j^ 



Mistakes 

* Might be able to present the 
"hearing loss" in a more speci- 
fic and positive manner 

* Address incomplete 



Personal Characteristics Suggested 

* Satisfactory, but lacking 
explanation? 

* Maybe rushes through things? 



Point to emphasize: Don*t create unnecessary questions with your disability 
information. 



8« PHYSICAL RECORD \ 

List any physical defects f^HfX^ 



Were you ever injured If yes, give details 



Have you any defects in hearing? iJp In vision? fj^^ In speech? 

nStu?' ° L^If/. f [S. ^'^^1 Hi"*" Sprlnj ij^ 

I authorize investigation of all stateoents contained in this application. I inderstand that 
ndsrepresentatioQ or aaission of facts called for is cause for dismissal. F\irther, I vjnderstand 
and agree that oy enf>loynent is for no definite period and may, regardless of the date of 
pajnaent of wages and salary, be terminated at any tine vrithcut any previous notice. 



Date 



ydl/gl Signature ^(p ^lAxfiJ^hSP . 
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Mistakes Personal Characteristics Suggested 

* None * Satisfactory? 

Point to eaphasize: If the person could have added "wear glasses" or in some 
way communicated that the vision problem is not a big problem (if that is the 
case), it would have made a better impression. 



i^xamples Examples Examples Examples Examples Examples 



9, PHYSICAL RECORD 

List any physical defec 



fJiU yes, Rive detail j^/l /iny'lrf f W V- b7)l<Mr/)1 



Were you ever injured'^ 

Have you any defects in hearing V^^^ ^^jr*S In vision?\//< ^^j^^In speech? fi>K. 

I authorize investigation of all statements contained in this application. I understand that 
misrepresentation or omission of facts called for is cause for dismissal. Further, I understand 
and agree that ity employment is for no definite period and may, regardless of th^ date of 
payment of my wages and salary, be terminate^^^ any time without any previous notice. 



Date 



O"'^ "7 signature 




Mistakes 

* Presents a bad picturo of 
physical condition 

Points to emphasize: 



Personal Characteristics Suggested 

* Tends to focus on physical problems? 



1. He seems to take some pride in having so many things wrong- 

2. Presents a bleak physical future. 



10, 



List any physical aerects o'y 
Were you ever injuredT.|^S If V^s, 


give details Pt^O CCtc 


en"" 


Have you any defects in hearing? 




D In vision? hj b In 


speech? \}t 


In case of emergency 
notify X0& JPlAI 

Name 


1 Address ^ J Rione No. 



I authorize investigation of all statements contained in this application. I understand that 
misrepresentation or' omission of facts called for is cause for dismissal. Further, I understand 
and agree that ny employment is f t no definite period and may, regardless of the date of 
payment of my wages and salary, be terminated at any time without any previous notice. 



Date 

Mistakes 



Signature C\lhn^(V^ 



* ''Broken back" might h^ve beon 
presented better 



Personal Characteristics Suggested 

* None 



Point to emphasize: Present your disability in the most positive light without 
creating unnecessary questions. 
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11. PHYSICAL RECORD 

List any physical defecl 



iJiij/ve. ■ jive details jUblUfe TO (^1 1 ' ^— 



Were you ev;:^r injured'i^Q 



Have you any defects in hearing? ^ ' ■ In vision? ^ ■ " In speech?' 



In case of er 
notify 



nwAJ nkijJ- aA^/wiAAuui) nfdL /tyipj l 

Mane / Address f Fhone No. 



I authorize investigation of all statements contained in tlu.s application. I understand that 
misrepresentation or emission of facts called for is cause for dismissal. Further, I uiderstand 
and agree that ny enployment is for no definite period and may, regardless of tlie date of 
payment of n:y wages and salary, be terminated at any tima^mthout any previous notice. 



Date 



[ty wages and salary, be terminated at any tima^mthout an; 




Mistakes Personal Characteristics Suggested 

* Inappropriate responses * Immature? 

Point to emphasize: JAFs request ti.tual information not demonstrations of 
humor • 



12. PHYSICAL RECORD I \ ' / Q ^ \^ \^ n 

List any physical defects n()^\(> JR t Q M W 



Were you ever in jured?yg.p If yes, givv. details *^ \^y^c/ 

Have you any defec ts in hearing? T^O In vision? In speech'i 



f ^ ^ Phone No* 

I^ authorize investigation of all statements contained in this application. I urxierstand that 
misrepresentation or emission of facts called for is cause foi dismissal. Fiirther, I mderstand 
and agree that ny eraployment is for no definite period and may, regardless of the date of 
payment of ny wages and salary, be tenidnated at any time without any previous notice. 

Date Signature 

Mistakes Personal Characteristics Suggested 

* Problem with writing * Education? 

* No signature * Head injury? 

Point to emphasize: This person seems to be trying but doesn't show good 

judgment to turn such an application in — ;jhould have gotten help some way. 
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Examples Examples Examples Examples Examples Examples 



13. PHYSICAL RECORD 

List any physical defects Pr/m/^ry AA^fMra{\^^. tjf^r^PjrA^a 

Were^ou ever injured? tjp If yes, give details iJt 



Have you any defects in hearing? i)n In vision? 11a In speech? jjl^ 

In case of emergency ! C/ r *■ ^ i , i i f7|<2 

notify gi\^gr lYvirffl mtrt hraSa % 6^,AAflry)^ jf/j ^fiftk , gOfrnsy 



I authorize investigation of all statenents contained in this application. I understand that 
misrepresentation or cmissicM of facts called for is cause for dismissal » Rirther, I understand 
and agree that oy employment is for no definite period and may, regaidle:i€ of the date of 
payment of n^r wages and salary, be terminated at any time witiiout any previous nDtice. 

Date L-n-?l Signature O^njfi^ IW. ^ 



Mistakes Personal Characteristics^ Suggested 

* Using technical language * Inconsiderate? 

Point to eaphasize: Presenting disability information with technical terms 
creates questions and draws attention to ''what's wrong'' rather than "what's 
right." 



, gyve detailsv j WjLfli). AM/ilJjA. . 
In vision/ In speech? 



List any physical defects 
Were you ever injured? If yes 

Have you any defects in hearing? 

I authorize investigation of all statonents contained in this applic'-ion. I imderstdnd that 
misrepresentation or anission of facts called for is cause for dismissal. f\irther, I uoderstand 
and agree that ny anplojment ia f or no definite period and may, regardless of the date of 
psQiment of ny wages and salary, be terminated at any time without any previxxis notice. 

Date (n-lD-^*? Signature 

Mistakes Personal Characteristics Suggested 

* None 

Point to biphasize: This per.^on has a right to answer these questions in such 
a way, because the questions are illegal. 

^^'ote: Don't get into the discrimination issue in-depth at this point but do 

let the participants react from the employer's viewpoint to facilitate a 
broader under.' tanding of the issue. 
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Guidelines Guidelmei>.....Guide!l}ies Guidefinei;.... .Guidelines Guidelines 



Activity: How to Best Report Disability Information 

* Explain to the group that because they are prominent employers w.^h 
hiring, interests in the community they have been asked by a placement 
officer to speak at the local Rehabilitation Services office to a 
group of people who are disabled. The topic th-^y are asked to present 
is "How to Best Present Your Disability on the Job Application Form/' 

* Have the triads discuss their ideas and make a list of the points they 
would present . 

. ^ Al 1 ;w 10 minutos . 

* sk triads to report in rotation. List points on flip chart. 

* Sumi'-arize as appropriate. 



Notes 



Notes 



Notes.. .....Notes. ......Notes..,. ..Motes Aiofes 



Notes 



Activity: How to Best Report Disability Informatio n 

The purpose of this activity is to help the participants consider 
options in presenting a disability in a positive manner and to realize 
the importance of doing so (if they choose :.o answer these types of 
questions on JAFs). 

Major points the triads should identify are: 

1. Be as positive as possible. 

Example 

Poor: ''Hearing problem" Better: "Use hearing aid" 

Poor: "Back problems" Better: "Can lift up to 50 lbs." 

2. Avoid medical terminology — use your own words to briefly state 
disability . 

Example 

Poor: "Have retinitis Better: "Have visual disorder" 

pigmentosa" 

Poor: "C-5 Quadriplegia'' Better: "Have spinal cord injury" 

3. Don't lie. If the employer is later surprised by your disability 
at ^hn interview, it could hurt your chances^ 

4. Given that someone should not be applying for a job that they 
cannot do, attempt to communicate that the disability is not a 
problem in terms of the specific job. 

Example 

"Have dop;^ this type of work before and my limited niot iliiy doo? 
not present a problem." 
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Guidelines... a.Guidelines Guidelines Guidelines Guidelines Guidelines 



optional Activity: Lecture on Discriminatio n 

Ask the group if, for their companion job, they would only hire a 
person of a specified 1) sex, 2) age, 3) race, 4) body build, 5) hair 
color, 6) religion or any other type ^-i characteristic. 

Make the following points: 

* If you had something like this in mind and would not consider a person 
who was the "wrong'* sex, color or whatever, you are discriminating. 

* Discrimination is denying someone employment because of some factor 
such as age that doesn't have anything to do with the person's ability 
to do the job. 

* Discrimination is a problem for people with disabilities. 

* When employers have a mental picture/visualization of someone for the 
job, which most people do, seldom do they have in mind a blind person, 
a person in a wheelchair, or a person with any other disability. 

* Discrimination in employment practices is common. 

* People have a right not to answer discriminatory questions on the JAF. 

* It is fair to specify what the person must be able to do on the job 
and select on the basis of who can bes*" iO the job. 

Example ; If you wanted to hire someone to unload feed from a box car, 
you should advertise for someone who can lift 100 pounds repeatedly 
rather than advertise for a man. A woman who could throw you around 
all day might apply! 

* Facilitate discussion of the issue and maintain a neutral stance on 
how participants should personally represent the issue. Your 
commentary should be close to the facts. 
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Notes Notes...... .Notes Notes.. .....Notes Notes Notes. .Notes 



optional Activity: Lecture on Discrimination 

This activity is presented as "optional" as the objectivps of the 
lesson are very debatable. On the one hand, idealis tically , all people 
applying for jobs would be able to recognize discriminatory questions 
and practices and would refuse to answer them. On the other hand, and 
more practically, an individual applicant's pointing out discriminatory 
questions on a company's JAF and refusing to answer the discriminatory 
questions would in most instances decrease their chances of getting the 
particular job. Relatedly, there is the question of who would be in the 
best position to confront discriminatory employment practices in the 
community. It is the author's personal opinion that discriminatory 
employment practices should be confronted. It is also the author's 
opinion that the people who are likely to be in this training program, 
as a group,, would not be prime candidates for this particular advocacy 
activity* It is the author's experience with JAF training that program 
participants frequently discriminate in the pretend hiring situation. 
Within the time restraints of the program the author has not been very 
successful in providing information which decreased the disriminatory 
pretend hiring practices of the trainees* 

Perhaps it might be best not to address the discriminatory issue in 
this particular training context. On the other hand, it is justifiable 
to provide people with the facts in matters relevant to them and to 
support individual liberty in such matters* In my personal opinion, the 
primary danger in addressing the issue is that the training experience 
could result in some trainees taking a confrontive approach to 
discriminatory questions on the JAF task and being continually denied 
employment . 

There is an obvious need for discriminatory employment practices to 
be confronted, but the trainer must ask her/himself if the people^ 
participating in the program are suited for the task with only limited 
preparation? And, is it fair to influence them to do so? I think not. 
Their options and opportunities for employment are often limited to begin 
with. If a person is applying for a job she/he needs and wants, there are 
probably better and more practical forms for advocacy. Also, this program 
would not prepare participants to serve as effective advocates. If you 
wish to take a stand on this issue and influence participants (the 
trainer can often influence the trainees), I would think your primary 
would point be "it's your choice." I would also think it good advice to 
I suggest that they coordinate their advocacy efforts through a local 

independent living program or an Equal Employment Opportunity office and 
point out the probable consequences of independent advocacy action with 
an employer. 
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Part Six 

References 



Gui(1einws.....Guiileliiws Guidelines Guidelines Guidelines Guidelines 

Activity: Develop Reference Information Questions ^^^^^^^ 

The training process for the Reference section is the same as the 
previous section. That is: 

* Give triads ten minutes to determine the questions they would ask. 

* Triads report while instructor lists questions on flip chart. 

* Review examples (Series H5). 

Remember to meet the objectives on page 17, 
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Notes......Mes .Votes Notes Notes.. Notes..,....Notes Notes 

Instructor's Aid 

TAr. '^^t^ ^ }''^^ °^ ^^^"^ usually requested on the reference section of 
JAFs. The list includes a reason/rationale for each question and a prompt to 
solicit the question. 

Full name and address 

* Need in order to contact 

Prompt: You certainly would want the references' names wouldn't you? 
Phone number and area code 

* Need in order to contact 

Prompt: If you wanted to check the reference out, how would you get in 
contact with the reference? 

Type of occupation or relationship 

Reflects type of friends/interests the applicant has 



Pro.pt: Would it be helpful to know the "type" of relationship the 
applicant has with the reference or what the reference did for a living? 

Length of time known 

* References from_ persons who have only been acquainted with the applicant 
for a brief period of time cannot be given much weight. 

Prompt: Would it make any difference if the reference had known the person 
tor one week as opposed to five years? 
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1. REFERENCES 



(Give below me names of three pe 


irsons not related to you, mom i 
Address 


rou nave Known ac n 
Business , 


lasz one ytjcir. ; 
Years 
Acquainted 










: IQ _ 





















Mistakes 

* Sloppy 

* Addresses incomplete 



Personal Characteristics Suggested 

* Careless? 

* Neglectful? 



Point to emphasize: Part of an address is no better than no address. 



2. REFERENCES 

(Give below the nanes of three persons not related to you, \Aioct\ you have known at least one year. ) 

] ^ T Years 
Nane Address Business Acquainted 

mr^ kL^< f?l.^. /fe -feoc^ter ^ 

Personal Characteristics Suggested 

* Attentive? 



Mistakes 

* None 




96 



Examples £x<ifTip/es....,.£xam/j/es Examples Examples Examples 



REFERENCES 



Name 


Aidress 


Business 


Years 
Acquainted 


























Mistakes 


Personal Characteristics Suggested 



* Only two references 



* Disinterested? 

* Doesn't have three people who will 
speak positively of him? 



Point to emphasize: Always give the number of references that an application 
requests . 



. REFERENCES 



(Give below the nanes of three p 
Name 


arsons x^l iielated to you, \*iom : 
Address 


/ou have known at 1< 
Business 


2ast one year. 
Years 
Acquainted 














. \\iff\ri OnKi 






%3 fW4)lliornc, U.S. 






Mistakes 


Personal Cha:: 


icteristics Suggested 



* None * Responsible? 



examples txampies^ txamf)le^,..,. jKam()fes... .JiX.ininlp^ Exainples 



5. REFERENCES 



Mane 


Address 


Business 


Years 
Acquainted 






















~T 



Mistakes 



Persoaal Characteristics Suggested 



* Hard to read 

* Information not inside boxes 



^ Sloppy? 
* Careless? 



6. REFERENCES 



(Give below the names of three per^oiis not related to youj^ whom you have kiiown at least one yeai.) 



Name 


Address 


Business 


Years 
Acquainted 


Amos Ramsey 


713 Ash St.. Little Rock 


Penn Chemical 


10 


Todd Jajnison 


513 Bluff St., Camden, AF 


Attorney 


7 


Susan Todlock 


211 Ivy, St,, Malvern, AR 


Family friend 


15 



Mistakes Personal Characteristics Suggested 

* None * Conscientious? 

Point to emphasize: The pt -on who had this application typed couldn't write 
very well. He took the api :ation home and had a friend type it. Creates a 
^Tood itnpression--doesn't i If it had boen poorly written, the 

application probably would have been thrown out. 
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Examples Ex«?mp/es EKamphs. ^xi^nijles Ekam(}ies......E:<rtm{j!es 



7. REFERENCES 



KKjXve Deiow tne names or cnree ix 
Name 


jrsons not tuiatuxi lu yt»u, wukju ^ 
Address 


Business 


Years 
Acxjuainted 




















f>^^ >,ne Si., ^ 







Mistakes Personal Characteristics Suggested 

* None * Obliging? 

Point to emphasize: Even added telephone nu.nbers. That comes across as a plus. 



8. REFERENCES 



(Give below the naxes ot tnree pc 
Name 


irsons not leiarea w yuu^ vs^Kin > 
Address 


Business 


Years 
Acquainted 








-U 






U.S.med,&r. 










fr, / 



Mistakes 

* All references are doctors 



Personal Characteristics Suggested 

* Over concern with illness? 



Point to emphasize: The type of references that an applicant lists reflects 
his/her personal characteristics. 



Examples .Examples Examp'ses Examples Examples Examples 



B, REFERENCES 



Nama 


Address 


Business 


Years 
Acquainted 




/// ^ .Sr. /:;7W-J«^ A 























Mistakes 

* Used family as references 



Personal Characteristics Suggested 

* Can't follow directions? 



Point to emphasize: You can expect relatives to give you a good reference 
regardless. This person's use of only family references suggests that no 
one else may speak highly of her. 



10. REFERENCES 



(Q.ve below the names of three persons not related to you, whom 3 


have known at least one year.) 


Name 


Address 


Business 


Years 
Acquainted 








/ 
















tol' . 



Mistakes Personal Characteristics Suggested 



* "None" for business * May have a hard time getting the point 

* Lists references known less of things? 

than a year * Can't follow direction? 

Point to eaphasize: The idea behind the "business" category is to determine 
what kind of relationship you had with the person. It carries more weight to 
list people who have known you for a longer period of time. 
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Examples Examples Examples., ...I.xami)leH..,.„Exami)lcs Examples 



11. REFERENCES 



(Give below the names of three pc 
Name 


srsons not related to you, wnom > 
Address 


Business 


uxsL uiic jr^:^«> • / 

Years 
Acquainted 








n 



















Mistakes 

* Incomplete addresses 



Personal Characteristics Suggested 

* Doesn't follow directions, careless? 



Point to emphasize: This application is written in long-hand which is usually 
a mistake, but this person writes so well I'd say it is okay. 



12. REFERENCES 



({jive Deiow tne names or oiree p€ 
Name 


jrsons not reiauea uu yuu, wimm j 
Mdress 


Business 


^&tC * / 

Years 
Acquainted 








3 ifo. 



















Mistakes 

* All ministers 



Personal Characteristics Suggested 

* Poor judgment? 



Point to emphasize: Listing only ministers is the same as listing only family 
members as references—they are less likely to present a complete picture of 
your character. 
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Part Seven 

Summary 



Guideiines Guidelines GuideHnes Guidelines Guidelines Guidelines 



Activity: Making the Final Selection 

Make final selection by stating: 

* *'We have sorted a lot of applications.** 

* "Let's say we have 20 JAFs that are in good order." 

Quesf.ion: '*\^at will we use to cut it down to the three or 
four apolicants we will interview?" 

* Facilitate discussion. 
Answer: "The ones with the right occupational or job skills." 



ERIC 



Lecture/ Summary 

Ask the question: ''What is the purpose of tho JAF from the employer's 
point of view?" Facilitate discussion. 

Answer: "To sort people out; to cut down on the number of people to be 
int4 rv ewed . " 

Make the following points: 

1. The employer does pretty much what we did — look for mistakes and 
sloppiness and discard all but the ones with the best appearance^ 

2. When you apply for a job and are required to fill out a JAF, your goal 
should be to look good on paper so you can get an interview. 

3. If your reading and writing skills are not good enough to do a good job 
on the JAF, do like the person did who applied for our job; take the 
JAF home and get someone else to fill it out if that is allowed. 

A. In some cases you may be able to give the employer a completed 

personal data sheet that you tuke with you when you apply for a job. 
This would be more common with smaller companies. Larger companies 
usually want your information on their standard JAF. 

If your reading and writing skills are below par, it is possible to 

improve them to the point where you can do a good job on the JAF. As 

these skills are important in many areas of life, improving reading and 
writing skills is a good idea generally. 
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Guidelines Guidelines Guidelines.... .Guidelines.. ...Guidelinen Guidelines 



Activity: Personal Data Sheet ^ 

* Hand out two copies of the Personal Data Sheet to each participant 

* Explain the value of their havinf; a completed Personal Data Sheet. 

Options: 

* The participants can comp'' ^te as much of the Personal Data Sheet as 
they can at this time and fill in the blanks later* 

* They can be instructed to take it with them, get all the needed infor- 
mation and complete on their own. This is a preferred option if they 
can be given a deadline to submit the completed Personal Data Sheet to 
you, their counselor or some other person who will check it for 
correctness . 

* If resources are available, it is helpful to have the completed 
Personal Data Sheet neatly typed and to provide the client with 
multiple copies to be used in job seeking. 



Post-test 

Hand out the JAF and instruct participants to complete the form. 

Options: 

U As the participants complete the JAF you can correct them and provide on- 
the-spot feedback and recommendation for improvement, 

2. You can take up the completed JAFs , correct them later and either you, 
the counselor or some other appropriate person have a feedback planning 
session with each client. 

Program/Instructor Evaluations 

Hand oi't the program and instructor evaluation forms and instruct 
participants to complete them. 

Checks 

As participants hand in their evaluation forms, present each participant 
with a check which was made out to them in the amount of $10 million. (Checks 
to be photocopied, completed and used in the training are included in the 
Appendix . ) 
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Checks 

You may be able to get your local bank to contribute some "play money 
checks . 
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PERSONAL DATA WORKSHEET 



Name : 



Work TelepUone: ( 
Present Address: 



Social Security No, 
Date of Birth: 



Length of time: 
Permanent Address: 



Home Telephone: ( ) 



Lenp.th of time: 



Telephone: ( ) 



In case of emergency, notify: 



Physician's Name 
Address : 



Phone No* : ( ) 



Telephone: ( ) 



( ) 



Date of last physical 



Education 





TO 


FROM 


Diploma 




School/Address 


mo 1 yr 


mo 1 yr 


or degree 


Major courses 



GEO? : 



Date received 



Location : 



ERIC 



Special Skills, Abilities, Training, Etc. 



Armed Service 



Jobs Held 



Organ izat ion Name , 
Address and Phone 



Employment History 



Date 
Fromi To 



Salary | 
Reg> I Ending! 



Posit ion /Duties/ {Reason for 
Responsibilities \ LGavin>;^, 



Related Medical Information 



Hobbies, Leisure Activities, Interests, Miscellaneous 



ERLC 



1 0 7 



1 



References 



I 
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APPLICATION FOR EMPLOYMENT 



PERSONAL INFORMATION 

Dalit 




Soc ia 1 Security 
Numbe r 


Namc! 




Ago 


Sox 


Prosont: Address 


Permanent Address 


Phone No, 




Own Home 


Rent 


Date of BirLh 


Height Weight 


Hair Color 


Eye Color 


Marr ied Single 


Widowed 


Divorced 


Separated 


NumlK>r of Children 


Dependents Other 
than Wife or Ch i Id ren 




Citi7.en Yes 
of U.S.A. No 


If related to anyone in out employ, 
state Name and Department 


Referred 
by 





EDUCATION 


Name and location of Scrhool 


Years 
Attended 


Date 
Craduated 


1 

Subjects Studie<1 




■ 




' — 1 


^ i 


(Iranimr School 








1 
1 


1 










School 


- ■ 






1 
i 










i 


Cx^ liege 










Trade, Rusiness or 










Correspotxlence 
School 






j 




Subjects of Special Study or Research Work 




VJiat Foreign l.angua>^s do you speak fluently? 




Write 



r.S. Military or 
Naval Service 



Rank 



'vitional (Xiani or Resorves 



.•V:tivities otlier tlian Religious 
(('ivic, Athletic, I'ratemal, etc.') 



FXCUDF. ORCAN'IZATIONS, Tia: "WW. OR fllM^CITO Oi- WHCJi INI^irAT[>' IIF RVT, 
Cmi\ WW\> m NATTON/M. ORIGTX OF ITS l^DlMIMll^ 



Continued on Rack 
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KMPLOYMKNT DKSIRED 

l\;r:ifiot 



Uito vou 
C.nn Starr 



Salary 
l>\siro(l 



Aro you aiit)Io\'Otl un\<'^ 



If -SO, iivay w uu(uir(? of 
your [)*^0S(Mit c^yloyor^ 



Iver appliod to this axiiparn' lyforo.^ 



Ulioro 



^T3R^B^ E?inX)YI'ItS (list tx:>low last four nnployors, start in,^^ with nyj t n\'(Mit . 



I\ito i 

^bnth .autl Voar Najiic and Vlilross of liiiiilovpr 
1 ^ — ' 



14\ason for 

S'llaiy Posi tion ' l^aviiy;; 



• rr)ni 



IV) 




Froni 



To 



From 



To 



! 

From 


■ ' ! 1 

i i 
1 ' 

I ! 


To 




REFERENCES 

(Give bolow tho nairos of throe [X}rsons not rolatod to you, \stian ) 


r'ou have known at loast ono >oar. 


Namo 


.Vldress 


liisinoss 


Years 
.•Vcquaintod 



PHYSICAL RECORD 

List any physical dofocts 



Wore you ovor injured? 1 f yes , }\i\^o deta i 1 s 



Have vou anv doferts i n hear inp/^ 



In vi s ion? 



In speech? 



In cas(^ of emerp^ency 
not i f V 



.'Vldress 



Plione No. 



I authf)rL//' in\-esri;»at.ion of all stat(wnts rontaineri in this application. I uiKierstarKi tluat 
misrepr'^-'Mitar io»i or 'mission of facts called for is cause (or dismissal. Further, I uiiderstarid 
aivl a.^T'^c^ tliat !m' (inpU)>ri^nt is for no definite |)ori(>] anii nv\\\ regardless of the date of 
|xa\-nrnr ()f ii^ wa^r^^ 'lu^l salary, l)e tomunated at cUiy tiji)e without any previous notice. 



Hate 



Si ^jnature 
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Trainee's Evaluation of Pro^^,raiTi" 



liij;t ruct.or Pro.^^,ra!n Title . . . . 

r]:x(M^l lout \ Vc^^y M r \_\\ ' j- . ! I- a i r - Poor 

! 1. How appropriato is this pro- _ ^ ; 

! r.ram for holpln^', i)Poplo pro- | .it 

; How wo 11 do vou think tin? \ ^ j j • 

! activities in this pror.ram ! j i ! 

win actUiilly help people ] j i j 

improve their ahilitv to <^,ot : i ' • 



'\ , How s t iinul at iiu; and inter- ■ 
ostin^i (iid vou find the pro- i | 

^ram and ma t erials? J j ^ 

. How wo 11 wa.^ the pro;',ram and j ' ^ j 

! materials or^>ini/.c?d? ! . \ 

! How would you rate the balance 
of activities such as lectur- 
ing,, demons trat inp, , practic- 

in^, (] iscussions , etc.? , 

I () . How would you rate the overall 

value of the program to you 

personal ly ? t 

7. How would you rate the chances 

that you will use what you 

have learned in this prop.ram? , | J . . ! 

8, In what way will you use what you have learned in this prop,ram? 



0. The amount of time devoted to this program was: 

too short, ____ about right, or ___ too long. 



10, In what way could wo improve the program? 



11. Additional comments (use back if necessary): 



Trainee's Evaluation of Instructor 

Instructor's Name Title of Pro;>ran 



ni roc t ions : Please answer the following', questions as honestly and completely 
as possible. We request this information so that the instructor may receive 
feedback which will allow her/him to improve teaching, methods. Do not put your 
name on this form. Thank you. 



A. Rate the instructor on the followinj^: 





F.xcel lent 


Very Ciood 


Average 


Fair 


Poor 


1. How well did the instructor 
introduce the class and its 
ob jec t ives ? 












2. How well was the instructor 
pre])ared to conduct this 
class ? 












3. How well did the inr.tructor 
manaf;e the class in terms of 
moving the group, getting 
started on time, etc.? 












4. How well did the instructor 
present the material in a 
concise and understandable 
manner? 












5. How well did the instructor 
demonstrate enthusiasm 
throughout the class? 












6. How well did the instructor 
encourage , praise, or other- 
wise help people to get 
involved? 












7. How well did he . . "'ntain a 
respectful and helpful 
manner? 












8. How well did the instructor 
recognize and accept f eel ings 
of group members? 












9. How well did the instructor 
communicate to you the free- 
dom to express your ideas? 












10. How well did the instructor 
summarize and clarify major 
points ? 












11. How well did the instructor 
maintain the interest of the 
group? 












12. What overall rating would you 
give the instructor? 






1 ■ - 








B. Point out rvr^ thin^'.s vou belipvp llie instructor could work on to improvo 
lior /himscl * a an in.structor. 



, A--^vl i r ion. 1 1 .^-^inru-nt .s : 
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SERIES R-1 
Personal Infonation Ezwples 



1. PERSONAL INFORMATION Social Security 

Date 7^//^ ^7 ^ Number ^/Jg" 3t*»lLH 

Name 'Thir^AS 7?gAfa»i ^ Age it Sex M 

Present Address <^a'^€MU0>r n/-. LiLe^)rJ^ FL 

Permanent Address % /Siienfe ^/ffaftl So/ £. fe^jftSoA JSV. kJdf ^ hK 

Phone No. Horned Rent 



Date of Birth He i gh t;5 Weigh 1 77^ Hair ColorSr Eye Color^/" 

tarried^ Single Widowed (^vorcej^ Separated 



Dependents Other Citizen Yes ^ 
Number of Children lJbY\e. than Wife or Children Udne. of U.S.A. No 
If related to anyone in out employ, Referred 
state Name and Department ~ b^^ --^ 

2. PERSONAL INFORMATION ^ Social Security 

Date S-:}A'97 Number ^JJ-^^ -^79.^ 

Name S^tAU^I^ T)f^uaif\3 0 Lv'ttJ Age 39 SexM>?Zi? 

Present Address ?, £). At'u l'fLl T^AW^/lUe 

Permanent Address 7J0 QAkLAvjU //g^ Spr\tJ(y\ rK 

Phone No. 49'^'^./*J(^ Own Home l^^t^ Rent 

Date of Birth J-"4'"^^ Height5/6^' Weight/ 9^ Hair Coloc^Mtl^ye Colorflff'^n 
Married Sing^le Widowed Divorced y/^ Separated 

^ Dependents Other Citizen Yes 

Number of Children Q than Wife or Children of U>S>A. No 

If related to anyone in out employ* . Referred ^ 

state Name and Department Kj n by glvSl^ //OT. 

3. PERSOHAL INFORMATION ^ Social Security / , ^ ^ 

Datg ^^^f^^JI Number^66>^>^ m/ 




Date of skth \yjJ^ Weight/^ Ha 



Married ( y ^fngle Widowed Divorced Separated 




Dependents Other J /r^-i^ Citizen Ye^ 

n ^^-^ than Wife orChildren AJfy^ of U.S,A, N( 
one in^ut employ^ ^ Referred 

partment^ /fy /y by - 



^ umber of Children than Wife or Children //^v'y^ of U.S.A. No 

If relat ^d to any< 
state Name and Pep 



ERIC 1 1 : 



Date : u-ber53y'?7WV// 



Name 



Present Address 



Permanent Address f^f, | ^c){ Jjln \ . A iKl^ZSE 



Phone No. fSO 1 - ^f3g - Z/U U OwnJ!/ e . Rent ^ 

Date of Birth/|'-H/^>*<j*7^ght5y Weight jgPHair C oj orfir Eye Color R l 
Marrie Single Widowed Divor ced Separa ted 

Dependents Other . Citizen YesV^ 

Number of Children y than Wife or Children Kj6y' )(!'l, of U.S.A. No 
If related to anyone in out employ , Qf^ tXli^^^fi Referred — - ^ 
state Name and Department ^1^^^ ^ CffiA ' _ hy gfA>rv lA>lnt j>Jj 

5. PERSONAL IHFOHMATION , ^ . ^ Social Hi riurity , , 

Date %'^\'%f\ Number44lo'3S-^4\\ 

Name(]l/Y\jvSlflAr>fi^" C>p^ Age -M D Sex 

Present Address ^^j71^;/ j^ q^nOl 

Permanent Address HL. ^j/V\^Av^j^ n4^l0\ 

Phone NoTO^K^ii^<r$g>Q^.. 0 OwnTo ' ne Rent 

Date of Bir<^ g jp/'^3Q,t<1l4(flHeight;.^'0^'weight ^^^aiToolo^g^Eye Color ]^ 

Married Single Widowed ^^ivorciS) Separated 

Dependents Other i/ Citizen Yes 

Number of Children | than Wife or Children Ar ^ of U.S.A. No 

If related to anyone in out employ, Refeued < 

state Name and Department ki^uJi/^lj^ ^g/Ly /XflL 

6. PERSOHAL INFOBMATION Social Security 

Date p.if^^O Number i9i'3t'l53l 

Name /Is^ily yStUiAA CiU^^ Cull >S4uel 1} Age |g SexVfef^ / 

Present Address ^\Ae. \^ P>ftVl g\ Li 1 1^fM[Al /V- 

Permanent Address C^fllfw, 

Phone No. gOir^ao4«J ^ rgTn HoiaPy Xi'^rtta^^ 

Date of BirttOi»pf Oo^ |<>TI HeightS'^^^ Weight / I^Hair Colorfel^|:ye Color Bl 
Married K ]|l/>4^Single M^fi j^f ""Widowed Divorced Separated 



7^-^ Dependents Other . Citizen Ye 

Number of Children • . ^ than Wife or Children A/fl of U.S.A. No 



If related to anyone in out employ, Referred 
state Name and Department by 
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7. PERSOHAL INFOHMATIOH ^ _ Social Security ^ ^ 

Ha te ^-m-^n Number ^4&g"d/-35< g 

Name Wyll^ ShArAn Z^eg> Age sO^ Sex f 

Present Address /6S ^g5€/V^ ^A/>^, j^/ - ^/iTy . /I/ ^ 



Permanent Address j fn, 

Phone No. Q%L^ 3 Own Home Rent |/* 

^ 4* / * . . . .. . 'Bull r~7^r 



Date of Birth S^/tS" ffiA Heightg^f?^eight/24 Hair ColorftrfEye Colo|( 
Married Single Widowed Divorced Separated 

Dependents Other Citizen Yesl^ 

Number of Children A than Wife or Children j^flUg. of U.S.A. No 
If related to anyo le in out employ, Referred . yj • 

state Name and Dep i rtment ' — by /laflfffllOp Cotfl '^iftp/" 

8. PERSONAL INFORMATICS Social Security 

Date /P-«v>^' Number </9a -^^'</a? 7 

Name MJ////aJl^S /^lyro^ J^Oj^/f^ Age ^/ Sex/^Z ^ 

fresent Address 2^*7 ST£i^/^r /?&t/r6A/. /hf 0^902^ 

Permanent Address ^^ 7 /gi^ S7f?66J S^7<>rt/^ '77.*^0^- 

Phone No. .T^y - >,«^^~5jp</9 Own Home Uq Rent ^/^5 

Date of Birth Ay^-^<. Height57^)^Wight/^S'"Hair Colo&dttJ0y& ^oIotB/U6 
Married Single Widowed Divorced Separated 

Dependents Other Citizen Yeal^ 

Number of Children 6 than Wife or Children of U.S.A. No 

If related to anyone in out employ. Referred 
state Name and Department b^ 

9. PERSONAL INFORMATION Social Security "^p,^*i k^//^ 

^ Date^ iJlJ iryj^ I \ Number U/Ji) ^ K^O^ 

Name ^ ^xjuyt^yLTL/^ I jf^yui* 

Present Address''^ LjCjk tjujj^ J^h^^ ^-"^ " KV) W ^0^^ 
Permanent Address f^^g/rv^ \ 



Phone No. \ \ lal Own Home ^gnQ 

Date of Birthfjic^ /?^^ Height jTW 'height jiljj^ Hair ColorTj Eye Color 
Married Single Widowed CT^i^ivorcedJP Separated 



2 Dependents Other Citizen Yes 
than Wife or Children ' of UyS.A. No 
If related to anyone in out employ^ Referred 
state Name and Department - by — ^ 
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10. PERSONAL INFOBMATION 



Name 



D.te 



Present Addre 



Permaaent Address 



Social Security , i-,/)- 
Number 4-^13 

Age e)fi Sextem^l i°. 



Phone NO. ^t,'? • -^SSSW^yl /) AiJI/TiW^ 



Own Home 



Date of Birth ^^3i(^^lo\ Height;g9 Weight//0 Hair Co lo 



Married 



Csin ^ U) \/pn^ Widoved 




Divorced 



Separated 



Dependents Other , . . Citizen Yes 

Number of Children MOtl/fe than Wife or Children fJt^TU^ of U,S>A, No 



If related to anyone in out employ, 
state Name and Department 



Referred 



11. PERSOHAL IHFOBMATION 



Name 



2M 



Date 



Social Security 




Age Sex 



Present Address ^$1^ C '^^^ -SfrUc^K ^ AR 7/9d;X 

Permanent Addressji^ y7?rf> T^/^aJ ^ "t^/^^^ T 



Permanent Addressji^ 7 y-<rf^ T^j^aJ ^ 'V/'^ ^ Y 
Phone No. / <4*4' / 1 Own Home Rent^i.,. 
Date of Birth 3^^^-C</ He i gh 6"Z ^"^ Weigh t/'^> Hair Col^atJTj^e ColtfyY^Cf^ 
^aTingle) Widowed Divorced Separated 



Married 



Dependents Other 
Number of Children /^Q/l than Wife or Children K)6i^ 
If related to anyone in out employ, Referred 
state Name and Department yl D by 



Citizen 
of U.S.A. 



No 



12* PERSOHAL mFOBMATIOR 




Date VA-^^-^ A 



Social Securit 



Present Address 



Sex 



Permanent AddresflL 
Phone No. 




' ^ ^ \ Own Home Kent \^ ^ 

O--^-"^ Height6'^' Weight"^ Hair Colo^^^^Eye ColofeVz^gy i 



Rent 



Date of Bi 
Married 



Single 



Widowed 



Divorced 



Separated 



Number of Children 



a. 



Dependents Other 
than Wife or uildren 



Citizen 
of U.S.A. 



Ye*- 

No 



If related to anyone in out ej 
state Name and Department 



jmploy, 



Referrl 
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13. PERSONAL INFORMATION Social Security 

Date 9"3l*yn Number ^3^'^L-9lcla 

Name LfeUJg J^rMr/L S^HP Age Sex F 

Present Address \ Sn 5v^^t4^o5^i. VUrV Syrlrv^c ^ li^da 

Permauent Address \5y1^yv\^, 

Phone No. (flSlS-'^^^SL Own Home X Rent 

Date of Birth L-'^'^ Height^4>* Weight/;?^/ Hair ColorBlaJgye ColoA^g^i 
Married X Single Widowed Divorced Separated 

Dependents Other Citizen Yee^ 

Number of Children <R than Wife or Children K.\6y\e. of U.S.A. No 
If related to anyone in out employ, Referred 
s tate Name and Department N 6 by fV\&rt^ ^Hflti'^ 

14. PERSONAL INFORMATION Social Security 

Date ^wy^^^D Number^? - / 

Name \ JQCV^. C^S^^^^rW^ ^ ^ Age Sex 



t Address ^650 , 



Present 
Permanent Address 




Phone No. Own Home Rent _ 

Date of Birth ^^-^^^Height?"? ^eightjL^ Hair Color 1^ Eye Color P 



Married Single Widowed Divorced Se^aratey^f^ 

Dependents Other Citizen Yest«^ 

Number of Children ^ than Wife or Children of U.S.A. No 

If related to anyone In out employ, Refeued ^ 

state Name and Department /MT by \J(^'V^^^^''^Hnf 

15. PERSONAL INFORMATION X z*^ <i 1 Social Security 

Date ^ V Number^2/~^Q "^f ^ 

Name Dofep\t7 ^ p. Age ^ \ Sex/^/?/i^. 



Present Address ?-X'lb fY\ <<iiejejh /jP^^S^yioy, /^^-^T^ 



Permanent Address 



Phone No. j'^ ^TZp 1 Own Home jJO RentSt^^ 

Date of Birth Height U' Weight/^^ Hair Colofcl^ye Qo\otBlu^ 

Married fl/j (ifaysingle ib^^idowed Divorced Separated 

^ Dependents Other . Citizen YeA-^ 

Number of Children ' than Wife or Children of U.S.A. No 

If related to anyone in out employ, Referred 

state Name and Department M ^ by Kit CHl ^ 



o 1 i 
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SERIES H-2 
Educatioa/Traiaing/Skills Examples 



EDUCATION 

Gratuuar School 


Name and Location of School 


Years 
Atonaided 


Date 
Graduated 


Subjects Studied 










Ut im^e. tusk, 


Hi^ School 


4«i<M^ ViA£e. S^Vuk 








College 


Univeni'kf titUatuii 


4 


mi 




Trade, Business or 
Correspondence 
School 










m 



yhat Foreigi Languages do you speak fluentlvfyflftl^ ^fltf^^ 
U.S. MLlitiy or \u a '^.^ V 

M ^ MM 

sn^Religiaus ^ • * 



sent Macbership in " 



Naval Servioe 
ikztivities other tEET 



(dvict Athletic, Fraternal, etc.) 



l^:eaent ftebefX]^ 
National Guard or Reserves 




CREED. OOLOR OR NATICMAL ORIGIN GF IIS m^SESS 



2. EDUCATION 



Grannar Sdiool 



Name and Location of Sdtiool 



Years 
Attended 



Cbte 
Graduated 



Subjects Studied 



Hi«h School x^>C^y;r< 



College 



l2iL 



Trade, Business or 
Correspondence 
School 



A/9/? 



Subjects of ^)ecial Study or Research Work 



Vjhat Foreign languages do you speak fluently? 
U.S. miitiy or 



Naval Service 




4^ 



Bank 




Read /f///f Vhdte Af/^ 
Present Meotership 'In 
National Guard or Reserves 



Activities other than Reli£jious 

(Clvi c» Athletic. Fraternal, etc.) . 

* — mm cwAHiziTiflNs, w™t: oHJiteM of wich indicabs we race, 

CRHD. OOLOR OR NATIOWAL ORIGIN OF ITS m^SSS 

TTii 



3, EDUCATION 



Gramiar School 




Hi^ Sdiool 



and Location of School 



Years 
Attaided 



Date 
Graduated 



Subjects Studied 




College 




Trade, Alness or 
Correspondence 
School 



Subjects of Special Study or Research Work 



suDjects or special btudy ( 
What Foreien Lanniaaes^fio ' 




What Foreigp Languages^flo you speak fluently? ^^"""^^^rVVfl y Read ' Write 




U*S. Military or 

Naval Service j1 , Vv^ ^ — "toq^ 
Activities other than Religi 



Resent Menbership in 
National Guard or Reserves 




(Civic, Athletici Fraternal, etc>/^-^ ^ 

EXCLUDE ORGANIZATIONS, taE NAMEI OR CHARACUR 





Tffi-RACE, 



CREED, OOLOR OR NATIONAL ORIGIN OF ITS MEMBERS 



4. EDUCATION 



Granmar School 



Nans and location of School 



Years 
Attended 



Date 
Graduated 



Subjects Studied 



Hig^ School 



College 



Trade, Business or 
Correspondence 
School 



1 



Subjects of Special Study or Research Work 1 1 fzN6rlf\]6 (?f PfhR. 
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What: Foreign Languages do you speak fluently? 
U.S. Milit^^ or 



ill 



Re ad 

Present Membership in 
National Guard or Reserves 



Naval Ser^ce ^^Jvi^ Rank National Guard^ Reserves 

(Civic, ^^^ggfe^^gggj^^ ^^^ ll 



(SEED, OOLOR OR NATIONAL ORIGIN OF ITS MEMBERS 



EDUCAllON 

Granoar School 


Mane and Location of School 


Years 
Attended 


Date 
Graduated 


Subjects Studied 


€AKlJ)k)hJ Bd\/£ ScMl 










High School 


il ± « 1 h 1 C t 








l-hi ^pr>^^ i Hw- 


College 
















Trade, Business or 
Correspoixlence 
School 










Qu^ifMLlI l/o^Tf'cA H?!^ 



Subjects of Special Study or Kesearcli \k>r k 



Wxat Foreign Languages do you speak fluently? (PglTm ^ y\ 

U.S. Milit^ or n J ^ ""^^""^ riaoDersnip 

Naval Service U S- Klj\pTCk i /\ National Guard or Reservc^.s fj 0 
Activities other than Religious ' 



Activities omer cnan Religious » . 
(Civic, Athletic. Frater nal, etc) AJ^A/o 



Read Write 
Present Meribership in 



CREED, COLOR OR MTLCm. ORIGIN OF ITS MmB^S 



EDUCATION 



Granraar School 



Hi^ Scfaool 



Mane and Location of School 



Years 
Attended 



Date 
Graduated 



Subiects Studied 



2^ 



College 



Trade, Business or 
Correspondence 
School 



Sub.jects of Special Study or Research Work 



What Foreifip T.anguage3 do you f.i-'cak Quently? ht\^ 
U.S. mutary or \ tf. 

Naval Service iM t) Rank N/ ^ 

Activities other than ReUgious f( I 

(Civic, Athletic, Fraternal, etc.) ^MC^6S 

CREED, 00L3R Tv NATIONAL ORIGIN OF ITS ME^EFS 



Read " - ■ -■ Write A 
Resent >'enl)ership in » | . 
^^ati.>?nal Gcord or Reserves \\J 0 



12l 



EDUCATION 

GrarnHT School 


Name and Location o5 School 


Years 

Attended 


Date 
Graduated 


Subjects Studied 


^ ■ 










Hi^ School 












College 












Trade, Business or 
Correspondence 
School 




1 









Sub jecta of Special Study or Research Work 



Vj hat Foreign languages do you speak fluently? 



Read MQ Write 



Present Membership in 
National Guard or Rsserves 



Ts.S. Military or 

Naval Service . 

Activities other than Religious 
(Civic, Athleti c, Fraternal , etc.) 

— msmmmsknmr 



Rflnk 




^m)^'Mlh!S& THE RACE, 



CREED. OOLOR OR NAHONAL C3RIGIN OF ITS MEMBERS 



EDUCATION 

Grannar School 


Name and Location of School 


Years 
Attended 


Date 
Graduated 


Subjects Studied 












Hipji School 










College 












Trade, Business or 
Correspondence 
School 













Subjects of Special Study or Research Work 



Wiat Foreigi Languages do you speak fluently^ ^rfy^ tte^ V^^,, l/ 

U,S. miitiy or O Prqfeent Membershipyln 

Naval Senace Rank National Guard or Reserves 

Activities other than Religious 

(Civic, Athletic, Fraternal. et c>) 

' — gmPE (mnizAnoMg, the mame or a' uii^M m icms^ ma w^', 

CRgP, COLOR OR l^TIONAL ORIGIN OF ITS MEJIBERS 
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EDUCATION 

QraciiBr School 


Naoe and Location of School 


Years 
Attended 


Eate 
Graduated 


Subjects Studied 












Hi^i School 










J ■ ^ ■ 


College 












Trade, Business or 
Correspondence 
School 













Subjects of Special Study or Research Work ^^y^ '/^/ /XJ^T^r J/ / A/Ch 



What Foreign Languages do you speak ^x^tlyl iJ /j j/^C 1 1 ///M^/be. (^fe>t;(4^//^ 
ij.S. Military or ' j ^ „ . Men4)ersnxp in 

Naval Service fV ^ Rank National Guard or Reserves 



Activities other than Religious 
(Civic, Athletk:, ^aterm 



EXOjiJDE O^ANIzinON^ THE ^iA^E^ OlARA^^ MtCAttS 1!HE RACE, 

CREED, CXJLOR OR NATIONAL ORIGIN OF ITS MEMBHIS 



10. EDUCATION 



Granroar School 



Hi^ School 



v>01 i 



ege 



Trade, Business or 
Corr(^iTpondence 
''•chool 



Name and Location of School 



Subjects of Special Study or Research Work 



Years 
Attended 



Date 
Graduated 



Subjects Studied 



7^ 
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What Foreign I^ ^ ^'^jagos do you speak fluently? Ut^ 
U.S. Milit^ ur 

Naval Service v^b Rank 



Read 



\kiVi. 



Activities other aian Religious 
(Civic, Athletic 



Present: Meni)ersh5p in T 
Narional Guard or Reserves Wfl 



ither tlian Religious f i \ 

etic, Fratetnal, etc.) ^ ^d'virM.ll "hg 



CREED, OOLOR OR NAHONAL ORIGIN OF ITS MEMBERS 



'"mE RACE, 



1 



9 ^ 



n. EDUCATION 



Graninar School 



Mane and Location of School 



Cxc\h^ rflo ff) I (Y^ ^^^^ r 



Years 
Attended 



tote 
Graduated 



Subjects Studied 



lU^ School 



College 



Trade, Business or 
Correspondence 
School 



Subjects of Special Study or Research Work 



What Foreign Languages do you speak fluently? 
U.S. Military or 



Read 



Write 



Present Ment)ership ^ u Am 
National Guard or Reserves A /fl 



Naval Service _Tr_ ■- 
Activities other than Religious 
(Civic j Athle tic, Fraternal j etc. 

mJUDE oimizmDNs; 

CMH), OOLOR OR NATIcW ORIGIN OF ITS 



Rank National Guard or Reserve 

!3, T H E OR (apAL ' llMUM- ' l^Cf m f CA B S ME BACg; Ij 
□OLOR OR NATldltttt: ORIGIN OF ITS MMES^ 



ERIC 



12. EDUCATION 



Graranar School 



Hi^ School 



Trade, Business or 
Correspondence 
School 



Nane axid Location of School 



Colleae f^<^^^^/^ ^ 



Years 
Attended 



Date 
Graduated 



Subjects Studied 



School I I I I 

Subjects of Special Study or Research Work j^^s^^^ / ^a/>^/ir^^ ^/'a^jrqj^fj^/jfa 

^ Foreign Languages do you speak fluently? X^^-C- ^ " .t^^-- 

Military or "T/ 



U.S. Military or / 

Naval Service A/f//^^ Rank Ni 

Activities other than ReligLwjs ~~y )r 
(Civic. Athletic, Fraternal, etc.) e —r^^^^'v 
SMBE (J^Cmmm, THE MAMU cJk (MHilli 6t' imiH 



Read 



Write 



Present Membership in 
National Guard or Reserves 



INDICATES THE RACE, 



CREED. COLOR OR NATIONAL ORIGIN OF ITS MEMBERS 



SERIES H-3 
Employment History Examples 



^ If 90, may inquire of 
Are ypu employed now? ^ your present aiployer? \^<fj^ 



E v^if applied tx> tlus company before? Mhere /J^ fi 

FpKWiR BflfKEBS (List below last four gip layers, starting v iih \vost recent . 2^ 



When 



UJA. 



Date 
Month and Year 



From 



To 



From ^-J" 



To ;?^/7- 



Fran 



To 



Name and Address of Ehyloyer 



Salary 



Position 



Reason for 
Leaving 



hid n afty /// 



ENEU 



Position 



/Tlusi'^^^'i'^ notice 

Kt«^ p:^^^* J^HSiS n^+i-^tw, 



so, may we inquire of 
your present epoployer? y g S 



Are you enployed now? 



Ever applied to tMs company before? Where A 



When U[ ft 



jglMBg Bg/HHES (List below last four enployers, starting with most recent.) 



Date 
Month and Year 



Name and Address of Bnployer 



Salary 



Position 



Reason for 
Leaving 



From 



To T)a^e 



Fromn- -s>n 



To - 1 D-'g ^ 



From 



To (x)-^C)-S:0 



Company 



From \\-\U>-S!,U 




3. wuxma 



Date you salary l^^^^cl //ise 

Can Start v 1 Desired i^p Q^/5.^ u.<^ 5; 

if 90, nay Hjquire of 
your present employer? 



Are you enployed now? 



Ever applied to tliis company before? /\j u) Where hi j f\ 



When 



PQWa HttXKEIS (List below last four ecployers, starting vith npst recent.) 



Date 
Month And YpAr 


Namp and Addrftss of Bfiulovpr 


Salary 


Position 


Reason for 
Ifiaving 


From 3 ' l-^lo 




ffour 


We p?r 


To ^{^b 


To 


Vi. 1, Ho lift , /^R 


Fran ^"30''^'^ 






Farm 


J 

To vjcrh 
for {}nole^ 


To c^-P^-^/Ij 




From 










To 




From 










To 





4. EMnmien' 

Position 



Aid. 



Date you 
Can Start 



o, irwv we inquird of 



Are you enployed now? 



Ever applied to this ccnpany before? [^D Where 



If so, irwv we inquird of 
your piv employer? 



When 



FpHHHt BtftiWaS (List below last four enployers, starting vith most recentj 



Date 
Month and Year 


Name and Address of Bnployer 


Salary 


Reason for 
Position 1 Leaving 








\/lr!ecL 


















ftid -for 








From{-eb 3 




f,000 






TcKlrvn.-^H- 






From 










To 
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1 



Are''y^ enployed now?]^ ^^^''^ 




nay Inquire of « 
your present anployer? 



Ever aF^lied to tills coipany before? 



ire 




FCBttR BWDfflS (List below last four employers, start ing witli most recent.) 



Date 
Month and Yi 




^^A ^ gpj^ aixl Address aLBnployer 



Reason for 
Leaving 




6. srai 

Rjsition 



/ I I Date you lAj#TK«»n ^ Salary 



Are you enployed now? 



Can Start ^h>ur [^t? ^\<S Desired COO 
If so, may v« Inquire of 
your present enployer? ^ <^ 



Ever applied to this coipany before? Uhere 



When 



FOBER HglKHS (List below last four employers, starting with most recfjnt,) 



Date 
Month and Year 


Nane and Address of Employer 


Salary 


Position 


Reason for 
leaving 




















r • 






To Wo I/, ii 




FranF<»b. I'O 










ToWov/.?^ 




From 










lb 
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7. EMEUnMDd EESnOES 



Are you arployed new? 



Date ycxj ^ Salary Jft ^ 

Can Start IS- 87 Desired ^ hnd . 
If so, may we iriquire of ' 



your present Q\ployer? 



Ever appliei to this catg>3ny before? Where ^^J/\ 



jpRMBR BWiJfliR S (List below last four enployers, starting with mst recent. 



Date 
Month and Year 


Nine and iVMress of Ehmloyer 
_ — ^ — — 


Salary 


Position 


Ri^ason for 
Leaving 




















oS£>. 




..Uii Of^ 


To bed. H5?6 




From 










To 




From 




' - ' ■- 






To 





Position 



Date you 
Can Start 



Salary 
Desired 



If so, may we inquire of 
your present employer? 



Are you enployed now? 



Ever applied to this conpany before? 



Where 



Wlien 



HBUR PBDgBS (List below last four enployers, starting with most recent.) 



Date 
Monti"! arxJ Year 


Name and Address of Rrployer 


Salary 


l\Dsition 


Reason for 
Leaving 


Frcxn 










To 




FroTL 










To 




From 










To 




Fran 










Tu 
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9. "Bvunma eesibb) 

Rjsition 



Date you 
Can Start 



If so, may we inquire of 
ypiu' present an^loyer? 



Are ypu aiployed now? 



EVer applied to this conopany before? 



Wliere 



When 



RKMR BfflflgSS (List below last four giiployers, start i ng with most recent,) 



Date 
I LA z til ana lear 


Nams and Address of Elnployer j Salary 


CT^blLlUll 


Reason for 

LcQying 


Frocn 










To 




Frcm 










To 




From 










To 




Frocn 










To 





10. JMaiWffOT DESIRED 

Ibsition /4 Q U SG k £ e./^ 



Salary Qs 

Desir ed LJ, 

If so, we inquire of 
your present employer? 



Date you v 
Can Start Ij^^ 



.Are you enployecl now? n 



B/er applied to this company before? /V Q Wiere 



When 



HRtR PBJQglg (List below last four eniployers, starting with nost recgntj 



Date 
Month and Year 


NaiiE and Address of Ehployer 


Salan' 


Position 


Reason for 
Ii?aving 


Frocn^-|-$?T 










To 




Fran ^"^^ 




I 

- ' [At,, • 


To 5?-3^?< 








Fr^ li/Fl 










To 




From 










To 




i 



I 
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11. ahFLOWeir 



Are you enployed new? ]f^0 



Date 

Can Start 



ItartMTyTi r/lf Desired Lai 
if SO, may /we inquire of 



HVer applied to this conpany before? 



m 



your present eniployer? 



Vhere 



FGRCR SHI 



(List belcv laat fcxu- anployers, starting with uiost recent.) 



Mt^ith and Year 


Nare and Address of linployer 


Salary 


Positioji 








From 










To /a-;3o-tc/^ 














lb 




From 










To 





12. OH 

Position 



Date you A / ji y|/^ Salary 
Can Start f)f (Jvf Desired 
If so, may we inquire of 
your present employer? 



p 



Are you employed now? 



tVer applied to this caspaiv/ before? /yd Vhere 



Vihen 



amWHB (List below last four mjployers, starting with most recent,) 



Montii and Year 


Nane and Address of Employer 


Salary 


Position 


Leaving 


FroraX.7'^6. 
















^ tHe. Boarder /n^x ] 




CjOoU. 




To 7-30 


? ^'-3^/-^. -7// 


From 










To 




From 










To 





13 



13. QCL 

Rjsition 



Date you Salary 

Can Start Dasired 

If 30, may W5 inquire o^^ 
your present etiyloyer? 



Are you employed no^? 



Ev^er applied to this company before? 



Where 



When 



RlMjR BftOms (List below last fan* epployers, :^ta rtiiig vdth roost recent,) 



Date 
Month and Year 


Mane and Address of Rnployer 1 Salary 


Reason for 
Position . Leaving 




























To tS'" 




Frur- 










To ^--'^ 




From 










To '-""■"'^ 





14. HfflDOfNl nsiREI) 

Position 



Date \'.^u 

y y4y^^^o/a>9A^ st art >^>.y; 



Are you giployed now? 



If so, may ve inquire of 
youi' present ar^loyer? 



Salary. 
Desir ed ^ ^Jt 



Ever applied to this corrpgny before? ^^^^ Where 



Whan 



giMR PilOtHgS (List below last four employers^ starting with npst 



recent. 



D?;ce 
Month and Year 



To 



From 



To 



From 



To 



4^ 



Nang and Address of Qnployer I Sai ar>; 



^ \ J I 



Position 



Reason for 
Leaving 



y 



13. 



15. ?>iHijatHr 

l>osition 



Are you grployed now? 



Date you Salary 

Can Stiart Desired 

If so, nay inquire "of 
your present gnployer? 



£Ver applijd to this company before"? 



Where 



When 



ttRBR EMrtPgaS (List below last four emplo^^ers, sta r tirig with nmst recent . ) 



Date 
Montli and Year 


NanK and Addres.s of Ehployer 


Salary 


Position 


Reason f"^^ 
Leavin;? 


From ^ lo 




? 


7 




TO %1 




From 










To 




From 










To 




From 










Tc 





16. EMU 

Position CMJ< 



Are you employed now? 



ALL 



Date you ^ Salary * . ^ 
can Start/;?AA/r/M T>fir^^G/[r/mj^ 
If SO, may we inquire or 
your present employer? /r/n 



Ever applied to this conp£.ny before? /s/b Where 



When 



PDWta B€lX)gg»S (List below last four enployers, starting vith most recent J 



Date 
Month and Year 


Name and Address of Ehployer 


Salary 


Position 


Reason for 
leaving 
























JOB 






Fro,-Kn./l,Mi? 


7^ 




\i\6K 














F^V 
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SERIES H-4 
Physical Record Examples 



1. PHYSICAL RECORD 

List any physical defec 



Were you ever injured*^ 1 jQlf yes, j>ive dkiails _____ 



Have? you aay defe c ts in^hearing? ^<>\0j^^ In vision? >^ In speech^T^^ 

Name M Addfess Hx)ne No. 

I autiiorize investigation of all statements contained in this application. I understand that 
misrepresentation or omission of facts called for is cause for dismissal. Further, I understand 
and agree that my employment is for no definite period and rrey, regardless of the date of 
payrasnt of wagps and salary, be terminat^^^at any tiire witliout any prev/roys notice. 

Date 




^-"^-'^'\ Signature <e^TTr\t5=4_^v^ j^^yMiL^ 



2. PHYSICAL RECORD /Or" 

List any physical defects L^&.^-f — Ll^'urt / 

Were you ever injured yes, give detailsTTjjrf Tl/ f^Vp 



no 



tedljes If yes, give detailsrYijfCry frxpiDd r tL 

ts in hearing? ^/ Q In vision? S/ ^ In speech? 

case pt emergency ^-*->^ ii va * j a- 

Name / AddiJbss / Rione' No. 



Have you any defec 
In cas 



I authorize investigation of all statements contained in this application. I understand that 
misrepresentation or anission of facts called for is cause for dismissal. Further, I understand 
and agree that ny onployment is for no definite period atid may, regardless of the date of 
payment of ny wages and salary, be terminated at any time without any previous notice. 



Date 



^-^-^1 Signature ""^^yl^ . S^Q 



3» PHYSICAL RECORD 

List any physical defects Sn^]2.U(^(i lNSn<a^£g ^ >JQ S^IZU^^S TH) ? Sj^PPZ 

Were^ou ever injured? \lt If yes, give details VlOlJ^ 

Have you any defects in hearing? tjft In vision? //^ In speech?K/?^ 

In case of eraei;iiency ~ ~~ \ ^ ii - 

notify f^fi. ^MTD f^, ^^iJ?, 411 ?/?M)y;T0i3& ,<;/li.fl m.S 

Name Address ' ^ Ehone No. 

I authorize investigation of all statements contained in this application. I understand that 
misrepresentation or anission of facts called for is cause for dismissal. Further, I understand 
and agree that try anployment is for no definite period and may, regardless of the date of 
payment of ny wages and salary, be terminated at any time without any previous notice. 



2ite (tiLiLl Signature ^^^^^^ 
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4. PHYSICAL RECORD 

List any physical defects 



Were v 




Ptione No, 

1 aithorize ifivestigatioii of all statements contained in this application. I understand that 
misrepresentation or emission of facts called for is cause for dismissal* Further, I understand 
and agree that ny employment is for no definite period and may, regardless of the date of 
payment of my wages and salary, be terminated at jny tiiue without any previous notice. 



Date 



Signature ^^/ijr^^^^ p. 



PHYSICAL RECORD (0 L-*nn i\ C\ • 

List any physical def ects TiT xyiknnQ ?^ySCXkS<> 

Vere you ever injured?— If ^es , giv^ details ■ 



Have you any defects in hearing? 



-In vision? 



In speech? 



In case^^of emergency ^ , ^-^--n ^ 



Phone No. 

T authorize investigation of all statements contained in this application. I understand that 
misrepresentation or emission of facts called for is cause for disndssal. Further, I understand 
and agree that ny esnploynent is for no definit:e period and ray, regardless of the date of 
payment of rny wages and salary, be terminated at ^gny time withoi^ any previous notice. 



Date 



ny wages and salary, be terminated at ^ly tune without any p 



6. PHYSICAL RECORD 
List any phys 



Were you ever 



ical defects /^g.?-^ jj^ ^tYy ^ pO^cXf^J^ , ffO^tfjic a^^^^^ 
injured?y(^5 If yes, give Aetailsfgrm fiijuJpMf/\\ Olt(!Ji\pA\ ^f^itj 



f 

Have you any defects in hearing? jJc In vision? jv6 In speech? ^Io 

ress ^ne No. 




I authorize investigation of all statanents contained in this application. I understand that 
misrepresentation or emission of facts called for is cause for dismissal. Further, I understand 
arri agree that my en?)loyn<2nt is for no definite period and may, regardless of the date of 
payment of ray wages and salary, be terminated at any time without any previous notice. 



Date 



i/ " ^"^y^ Signature 
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7. PHYSICAL RECORD j 
List any physical defects //cT ^f?i 4-^$$ 

Were you ever injured?//^ If yes, give details 



Have you any defects in hearing? V^j' In vision? fj ^ In speech? 

In case of emergency ""T . """^ ~ 

notify John S/hnuifL<. 1 90 LXkUxijun b^^-f^'iVO 

Name Address Phone No. 

I authorize investi;?ation of all statennnts contained in this application. I understand triat 
rnisreprasentation or emission of facts called for is cause for dismissal, Further, I uxlerstand 
and agree tl^at ny employment is for no definite period and may, regardless of the date of 
payment of my wa«es and salary, be terminated at any time without any previous notice. 

Date lMit^^4^ /9(f7 Si^natu rc^. ^/l ,r^Ll^ S^moJilf^ 



8. PHYSICAL RECORD \ 

List any physical defects jUffAjl^ 



Were jrou ever injured?^^o If yes, give details IL^ ^ 



Have you any defects in hearing? \Ab In vision? i\€^ In speech? 

In case of Jgergency ~ "q 77 1 1 r i / /> ^.^3- 

notify Thirvui CsV.\^f \ \Sl Pg^ftH >f. Hi t bpuAL X J^al 

Name Addrcsss ' Phcine No. 



I authorize iiiN^tigation of all statements contained in this application. I understand that 
misrepresentation or omission of facts called for is cause for dismissal. Further, I inderstand 
and agree that my employment is for no definite period and may, regardless of the date of 
payment of ny wages and salary, be terminated at any time without any previous notice. 



Date 



Signature \f)^ jJr^Ka^i^^lLXl^ 



9. PHYSICAL RECORD 

List any physical defect 



fjblf yea, give detail /]oy'y W ibl)l<Ml 



Were you ever injured?y|^^ If yes, Rivedetail$rPl\ pt(1-AT ff]tll^illbM\ 
Have you any defects in hearingy^S^ ^^^t^ In visionA/A ^^?j^In S-Peech? (SIC 

I authDriza investigation of all statements contained in this application. I understand that 
misrepresentation or anission of facts called for is cause for dismissal. Further, I understand 
and agree that ny enployraent is for no definite period and may, regardless of the date of 
payment of my wagps and salami be tenninated^t any time without any previous notice. 



Date 



6^^ l-Cl Signature 




13 ; 
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10. PHYSICAL RECORD Q I "D. 1. 

List any physical defects \jt^O\<eY\ D^^^-^ 



Were you ever injure dl/^^If yes, give details }^ CC 



Have you any defects in hearing? [\)o In vision? /k] 0 In speech? k)t 



Nane 1 Address ' J Phone No. 



I authorize investigation of all statenients contained in tliis application. I understand t\\at 
misrepresentation or oraission of facts called for is cause for dismissal. Further, I understand 
aixi agree tliat my employment ls for no definite period and may, regardless of the date of 
payment of ray wages and salary, be terrainated at any time without any previous notice. 



Date 



Signature 



11. PHYSICAL RECORD 

List any physical de 



Were you ever injured 




tails lJ&<Jfc T6 frlVSJ 



II 



ive de 



H ave you any defects in hearing 



In vision? 



In speech?' 



I authorize investigation of all statements contained in this application. I understand that 
misrepresentation or omission of facts called for L"" cause for dismissal. Further, I urderstand 
and agree that iiy employment is for no definite period and may, regardless of the date of 
payment of ny wages and salary, be terminated at any tiin^^^hout any previous notice. 



Date 



/i)'"^-^^ SiRnatur( 




ima^-wilhout aj 



12. P^^YSICAL RECORD 

List any physical defec 



Were you ever injured ?yg,p If y 



es , gjive details 



Have you any defects in hearing? f^p vision? In s peech? //j 

In case of eraergencj 



notify 



5ne No. 



I authorize investigation of all statements contained in this application. I understand that 
misrepresentation or omission of facts called for is cause for dismissal. Further, I understand 
and agree that ny employment is for r» definite period and nay, regardless of the date of 
payment of my wages and salary, be tenninated at any time without any previous notice. 



Date 



Signature 
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13. PHYSICAL RECORD I, j J» 

List any physical defects Pf/m/iry A^^fMr nW^^. a^py^OL 

Were you ever injured? Up If yes, give details Uft 



Have you any defects in hearing? jjn In vision? Ua In speech? |Ua 

notifr °i;Jgr^o^r.'fl rrianW % 5/.AA/if^/V , f^h ^bxk ^ Uup[m (^^?-j^3t^ 

Naie Aidfess Rwne No. 

I authorize investigation of all statements contained in this application, I understand that 
misrepresentation or emission of facts called for is cause for dismissal. Further, I uiderstand 
and agree that ny anployment is for no definite period and may, regardless of the date of 
payment of my wages and salarj^, be terminated at any time without any previous notice. 



Date (p'-n^^l Signature Q^tMA^ (l^AJL . 

PHYSICAL RECORD --«-f^ * * * ' / f 

List any physical defects 77}g^g. /Oj^^mO AhL /jjM^lnjL/rrU^lthyiJJL^O^ 

Were you ever injured? If yes, give detail 

Have you any defects in hearing? In vision? In speech? 



I authorize investigation of all statements contained in this application. I understand that 
misrepresentation or amission of facts called for is cause for dismissal. Further, I understand 
and agree that ny employnnent is for no definite period and may, regardless of the date of 
paynent of ny wages and salary, be terminated at any time without any previous notice. 

{(S-\tS^?n Signature 4^ A 0>K . Vy)^fl^lyt . ^ 



Date 



1 3 7 
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SERIES R'5 
Reference Examples 



REFERENCES 



vuave oeia» cne nacotas or cnree 


arsons nou reiacea ix) yuuj wnora : 
Mdress 


Business 


Mtts ycm. « j 

Years 
Acquainted 








[ 10 



















REFERENCES 

(Give belcw the names of three persons not related to you. v*wni you have taicwa at least one year.) 



Name 



Mdress 



Business 



Years 
Acquainted 



Tinm. Tf^yy? Prfifi 



/n^^rwi/f^ /lift 



/ 



REFERENCES 

(Give below the lanes of three persons not related tx) you, vfaom you have known at least ona year.) 



Name 



Address 



Business 



Years 
Acquainted 



\Give below tne nanes ot tnree jx 
Name 


jrsons not reiacea to you, wnon ^ 
Mdress 


/oii nave Kncwn ac x( 
Business 


sasc one year. > 

1 Years 
Arquainted 




























6. REFERENCES 

(Give below the names of three persons not related to you, whom you have kncwn at leaat one year. ) 




6. REFERENCES 



Name 


Address 


Business 


Years 
Acquainted 


Amos Ramsey 


713 Ash St . , Litt le Rock 


Penn Chemical 


10 


Todd Jamison 


513 Bluff St., Camden, AF 


Attorney 


7 


Susan Todlock 


211 Ivy, St., Malvern, AR 


Fami ly friend 


15 


REFERENCES 

(Give below the nanes of three persons not related to you, whom you have known at least one year. 




Address 


Business 


Years 
Acquainted 
























m 



8. REFERENCES 

(Give below the names of three persons not related to you^ whom you have known at least one year.) 



Nane 



Address 



Business 



Years 
Acquainted 




lis. m,i CAr. 



l^^n3 OcJnA li^ . U.S. 



ii 



9. REFERENCES 



Name 


Address 


Business 


Years 
Acquainted 
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10. REFERENCES 



Name 


Address 


Business 


Years 
Acquainted 












60. II1*1.<^^|S., 




o! mil 


fW^Wn Smle. 






1 tJt. . 


. REFERENCES 

(Give belcw the names of three persons not related to you, whom you have known at least one year.) 


Name 


Address 


Business 


Years 
Acquainted 
























(, 


.. REFERENCES 

(Give below die names of three persons not related to you, whan you have known at least one year.) 


Name 


Address 


Business 


Years 
Acquainted 








3 i^. 












%9 mij«, oit:. 







! 1 ) 
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Additional Copies 



Job Application Training 

No. 51-1494 

$8.50 



Media and Publications Section 

Hot Springs Rehabilitation Center 
Post Office Box 1 358 
Hot Springs. Arl<ansas 71902 
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